MMS in a Nutshell
What is MMS?

MMS is a DoDEA-wide FTE management and maintenance tool utilized by the Area offices to manage,
track and report on all aspects of FTE usage and placement for all organization units within DoDDS-E.
MMS is used by the Area office to determine staffing allocations, issue * MPVs, or Manpower Vouchers,
make Manpower FTE adjustments, generate manpower reports (including multiyear), ensure FTE are not
overexecuted, and ensure FTE are used properly.

How has MMS Improved Manpower FTE Management?

While we are just at the tip of iceberg in exploiting the potential of MMS, the current capabilities it brings
provide direct and indirect benefits to schools, DSOs and the Area Office. Increased capabilities include
the ability to match employee names to specific FTE; ability to communicate with other DoDDS-E
systems; access to multi-year data and archived MPV actions; an auto-calculator that converts
paraprofessional hrs PPP into FTE; and enhanced reporting capabilities.

How does MMS impact my school/DSO?

MMS gives schools and DSOs a direct access to the DoDDS-E Manpower system that manages FTE
resources. This requires access to MMS via Citrix and some initial effort establishing a connection with
MMS and staff training to understand and utilize the system to its full potential. Once your school or
DSO has the basics down, MMS will be a low maintenance resource available to you 24/7 to generate
reports and your latest Staff Authorization Document (SAD), generated by the MPV. The only ongoing
requirement for the DSOs and schools will be to input and keep current the roster data which matches
each of your employees to a specific FTE slot. *The only data a school/DSO will be able to actually
change/adjust will be the roster data.

How does MMS access benefit my School/DSO?
Schools and DSO will be able to derive the following benefits from being able to directly view MMS:
Access to current SAD and accompanying notes entered by the DoDDS-E Manpower Office
e Access to all previously issued SAD’s: a running audit trail of all FTE and SAD note changes.
e Access to past year SAD’s
e Ability to generate a host of reports for your specific school or DSO including:

o0 Breakouts of FTE by pay plan,

o0 Program specific reports (ex. Report listing all SPED FTE, all Para FTE etc.)

o MPV staffing comparisons to previous school years,

o0 Various roster and roster vs FTE reports

o Cumulative and/or school specific reports (DSO only)
e Ability to reveiw your roster information solely in MMS
e Instant access to your FTE information 24 hours a day/7 days a week.
e Enhanced ability to manage and utilized your allotted FTE to the fullest.

* Please keep in mind that access to MMS does not allow you to make any MPV changes to FTE or notes. Such
requests still must be submitted through the appropriate DSO contact to the DoDDS-E Manpower office.

Who do I contact if | have questions not answered in this Guide?
e Technical Questions (Connection and password issues): Reference the “CITRIX Support
Manual”. If questions remain, contact the IT Support Help Desk at DSN 338-7934

e General User Issues (Navigation, reports, roster population questions):
0 DSO: Contact Manpower Office at DSN 338-7349 or 338-7726
0 Schools: Your DSO MMS POC will provide assistance, as appropriate.
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WELCOME TO MMS

2.0 Purpose of this Guide: To provide DSOs and schools with a basic understanding of MMS and the
benefits, capabilities, limitations and responsibilities it brings to the DSO and School level. The MMS
screens are provided for easier understanding and navigation between them so the desired MMS
information can be readily and easily accessed. In addition, the importance of the roster population and
maintenance effort is discussed in detail with their benefits and system responsibilities clearly defined.

2.0 Getting Familiar with MMS: This section will give you an overview of the process of connecting to
MMS and walk you through the MMS screens that you will encounter. You can attempt to connect
directly to Citrix via the below web link. You should also be able to go to you the web URL and and t
type “manpower”, bringing you directly to the below link.

http://manpower/Citrix/MetaFrameXP/default/login.asp?ClientDetection=0n

Citrix and all connection topics are discussed in detail in the “Citrix User Manual” on the intranet at.

CONNECTING TO MMS

3.0 Connecting to MMS: Schools and DSOs will access MMS via Citrix (which is the same process
many of you currently use to access the MODERN Personnel system). Citrix is a separate software
program that enables a user to access a program (in this case MMS) without having to actually install that
program on your desktop. Rather, Citrix creates a “window” or gateway interface whereby you will be
able to view MMS data which resides on a server in DoDDS-E HQ in Wiesbaden, Germany.

Please refer to the Citrix Users Guide for step by step procedures on how to install Citrix on your
desktop to acces MMS. If you encounter problems in obtaining access to MMS via Citrix, please
contact your designated AT or IT representative and/or submit a help desk ticket requesting technical
assistance and support.


http://manpower/Citrix/MetaFrameXP/default/login.asp?ClientDetection=On

3.1 Connecting to MMS - STEP ONE: Once you are connected to Citrix, you will be presented with a
new selection of icons from which to choose. Select the MMS Icon and enter your MMS username and
password (provided by RMO Manpower) at the dialogue box which appears.
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3.2 Connecting to MMS - STEP TWO: Once you have successfully connected into MMS, the home
screen for MMS will appear as shown below:

Roster Maintenance Utilities
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3.3 MMS Data Is Restricted To Your Specific Organization: The MMS data that you view will be
restricted to that of your specific organization. School users will only be able to access MMS data for
their school. DSO users will be able to access MMS data for all the Schools in the District, including the

DSO office. Features which are available only to DSO users will be specifically noted throughout this
guide.



4.0 MMS Roster Information Box Overview: Upon successful log on, the MMS homepage will
appear and provide three selection options. The MMS Roster Information Box is the primary MMS path
to view all FTE data for a particular school profile. This screen also serves as a gateway to other MMS
capabilities.
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4.1 MMS Roster Information Box Components: The MMS Roster Information Box contains three

primary fields. All MUST be selected appropriately to view information contained within the MMS
Roster Detail Screen.

Choose School Yr Choose Location

Indicates which SY Name of school whose FTE Choose VG + Job

FTE data is being data is being displayed Lists Jobs by
displayed. Voucher Group
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4.2 Choose School Year Menu (STEP ONE): Located under the How to Find Roster Information Box,
this drop down menu provides access to multi-year MMS data.
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4.3 Choose Location Menu (STEP TWO): Located under the How to Find Roster Information Box,
this drop down menu provides FTE information at a glance of the organization to be reviewed and
includes total Authorized FTE’s, total filled FTE, total vacant FTE, and all Over Executions of FTE. In
the below example, the DSO is authorized access only to all schools within that District. For a
Division/School, access would be limited strictly to that Division/School.

AUTH
The total authorized FTE
assigned to that particular
organization as set by
DoDEA.
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4.4 Choose VG + JOB Menu (STEP THREE): Located under the How to Find Roster Information
Box, Voucher Groups are the broad job category headings under which all of the various VVoucher
Groups and Manpower Job types are placed. The total FTE for the DSO/School is displayed along with a
break out of how many FTE fall within each of the job categories. In addition, there is information on
total authorized FTE, number of filled FTE, number of current vacant FTE, and any Over Executions that
exceed the authorized FTE for that Voucher Group and Job Type.

In this example, the Classroom Teachers — Elementary Classroom Teacher, Grades 1 — 3, job category
has been selected which displays all applicable Elementary Classroom Teacher, Grades 1 — 3 job types.

NOTE: Manpower Job Types DO NOT always correspond with the Classified Job Title provided

by Personnel.

CHOOSE VG + Job
Voucher Group and Job Type
Categories under which are
placed the FTE for all
applicable job types
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Voucher Group - Job Name

Filled |Vacant |0ver o

Administration - Principal 1.00 1.00
Classroom Teachers - Compensatory Education Teacher 0.50 0.50
Classroom Teachers - Elementary Classroom Teacher, Grades 13 . .
|Suppurt Staff - Assessment Clerk | Classroom Teachers - Elementary Classroom Teacher, Grades 4 6 6.00 6.00
[ Auth] | Filled) [VacantUnfil 46510 0m Teachers - ESL Professionals 1.00 1.00
FTEs 070 0.ra Classroom Teachers - Full Day Kindergarten Teacher 2.00 2.00
Hrs/PP 700 700 Classroom Teachers - Gifted Education Teacher 1.00 1.00
Classroom Teachers - PreKindergarten Teacher 2.00 2.00
wl Other Professionals - Elementary Art Teacher 0.00
FTE Hrs/PP Vacant  Employee Han Other Professionals - Elementary Guidance Counselor 1.00 1.00
IIM 700 [ |BENFORDTEAMER R Other Professionals - Elementary Host Nation Teacher (FNIDH) 1.00 1.00
Other Professionals - Elementary Music Teacher 1.00 1.00
Other Professionals - Elementary P.E. Teacher 1.00 1.00
Other Professionals - Information Specialist 0.00
Other Professionals - Information Specialist (FNIDH) 1.00 1.00
Other Professionals - Language Arts/Reading Specialist (Elementary) 0.50 0.50
Other Professionals - Reading Recovery Specialist 1.00 1.00
Other Professionals - School Nurse 1.00 1.00
Support Staff - Assessment Clerk 0.56 0.56
Support Staff - Education Aide 0.38 0.38
Support Staff - Kindergarten Aide 1.13 1.13
Support Staff - PreKindergarten Aide 1.69 1.69
Support Staff - School Clerical 3.50 3.50
Support Staff - School Clerical (FNIDH) 0.50 0.50
Support Staff - Special Education Aide 2.30 197 0.33 0.00
Support Staff - Supplemental Instruction Support (SIS) Aide 0.33 0.33
Special Education Teachers - Assessor (Special Education) 1.00 1.00
FTE  HrsPP Special Education Teachers - Speech/Language Assessor 1.00 1.00
Special Education Teachers - Teacher of Communication Impaired 1.00 1.00 -
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5.0 MMS Roster Detail Screen Overview: Once a Voucher Group and Job have been selected from the
menu, MMS then shows detailed roster information for that Voucher Group and Job Title by displaying
the individual employee names and FTE assigned.

Note that within the Classroom Teachers - Elementary Classroom Teacher, Grades 1 - 3 categories
there are a total of 7.0 FTE with 7.0 filled and 0.0 vacant. The Days/Yr box will contain data only for
paraprofessional and seasonal clerical jobs.

At the bottom of the screen, the authorized FTE is again restated along with the Hrs/PPP. Positions
managed in part by hours per pay period (hrs PPP) or annual days (paraprofessionals/aides, substitutes,
SY season School Clerical) have these factors specified as appropriate.

Voucher Group — Job Title
Lists Total FTE authorized within a Voucher Group by Manpower Job Title — including
filled and vacant FTE data and Over Executed Positions
Voucher Groups using Paraprofessional and Seasonal Employees will also include
Hours Per Pay Period and Days/Year Summary
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5.1 MMS Roster Detail Screen Selections: There are some additional buttons on MMS Roster Detail
Screen that are discussed here. Please note Schools DO NOT have access to roster detail data.

Job Detail Comments Box RPA # Box
Provides information for specific Used to identify departed employees Contains the current RPA
employee job duties (vice) or unique information for the tracking number for any
employee or posion current recruitment action
']
E PO D .=
File Edit “iew Inset FoMgat Becord: Tools  Window Help Typ uestion for help =2 @ X
M-EHn gy s (Y|
T\ .Howhhlb:-o F-ihc.i.Ro-s':tér-ln.format-ionu i
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Step 2 - Choose Location\\ AFNORTH ES B N/O/L
L e ey Stands for NTE, Overhire,
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[ Auth| [ Filled| [VacantUnfilled| ‘\..er Days/¥r
FTEs 7.00 \ |Fies 0
Hrs/PP R
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When the “change” box is
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5.2 Accessing Current School Manpower Vouchers (MPV): One of the primary benefits of MMS is
the immediate access of the current official Manpower Voucher, or MPV as well as the Employee Roster
by Job Report directly from your own desktop.

To quickly access your official MPV, click on Issued MPV’s button to see an audit trail of all previously
issued MPV.

Issued MPVs
Provides access to the most recent MPV and
all previously issued MPV for a selected
School Year.

MMS - [Position]
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5.3 MPV History Screen: Selecting the Issued MPV’s button brings the user to the MPV History

Screen. To select the official and most current MPV, click on the MPV button for the latest “issuance”
(with most recent “effective date”). In the sample below, the official MPV would be issuance #19. The
number of issued MPV’s that appear on this list will depend on the number of Manpower changes that
have occurred on the voucher during the selected School Year.

ISSUANCE AND MPV 2YrCompare Roster Issuance & ETEs Remarks &
Displays chronological This feature not A quick link to Effective Date Track FTE By
MPV history in report available the Employee Sequences by changes Notated

form (can be converted to Roster by Job date all MPVs between MPVs Summary of
a Word Doc) known as a FTE Report. that have been at a glance. MPYV changes
Staff Authorization issued. made by
Document (SAD) Manpower
2 0 =l ks
File dit  Yiew Inset  Fomat  Bgford:  Tooks  Window o] Type a nforhelp =2 8 X
44 & [ (Y| - ).
MPf's
AFNORTH ES J/ |-
20042005 /
ance P* Eff.Date FTEs Remarks By —
IE 2¥rCompare | Roster | [14-0ct-04| 4815 |+1 70 sub days (SUBS) from SUBS @ DSOK. = | glovag
| 12] 2XiCompare [ Roster | |01-0ct-04|| 47.38] |1 0 from PKTE to RESPT @ DSOMand -5 from ELMF || spryd |
[ 1] 2¥iCompare [ Roster | [18-hn04]| <s3s|[sisattocemons [ spa |
10| 2¥rCompare | Roster | | 10-Jun-04]| 4.05[|+60 hrs PPP CLAS from CLAS @ Dir Reserve. || govag
| 9 2¥rCompare | Roster | | 06-4pr-04|| 47.45||+245 PPP SPED AIDE DISTRIBUTION Il spryd
| 8 2¥rCompare | Roster | | 02-4pr-04] | 45.13][MPV IN ERROR Il spryd
[ 7 2¥rCompare | Roster | |13-Fen-04]|  45.13||SPED TEACHER ALLOCATION Il spryd
| 2¥rCompare | Roster | [10-Feb-04|| 4n.13]|psvecisccc upDaTES | spryd L
| 5 2xrCompare [ Roster | |06-Feb-04| avi1g)/sPEDaLLOCATIONSROUNDTWO || spa |
| 4 2¥iCompare | Roster | |30-an04]| 3332|[MPvfor1moRepat. 0 [ spya |
— A1 [n2 i nall e el e nane unnaTe |
I:"““e A Issue New MPV
For DoDDS-E
Manpower Office
Use Only
Record: 14| (| 1 _lvilr#] of A (Filtered)
Foim iew FLTR
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5.4 Official Manpower Voucher (MPV) And Staff Authorization Document (SAD): When
Manpower issues an approved Manpower Voucher (MPV) it is distributed as a Staff Authorization
Document (SAD). The SAD becomes your official FTE planning and/or staffing requests document for
other necessary actions such as RPA.

i r_Mpv.rtf - Microsoft Word Manpower Voucher/Staff Authorization Document -l8]x]
(He Ed wew lmet Fomaf  This report provides effective date of action, issuance number, ~ foott =X
DEEas® SV ocation, total FTE by organization, FTE by Voucher Group, FTE
MOy e by Job Code, and historical voucher notes

E Final Showing Markup = Show =

SY 2004-2005 Staff Authorization Document

AFNORTH ES
Youcher Humber 13 Effective October 14, 2004
Joh Code Job Title ETE Hote FTE Total 48.16
Administration
PRIM Principal 10
Administration Total o
Classroom Teachers
ESLP ESL Professionals 1.0 123 +1.0 from ESLP @ DSOK (T to AFHS).
PKTE Prekindergarten Teacher 20 10M: -1 0to RESP @ DS0K.
FOKT Full Day Kindergarten Teachsr 20
ELMP Elementary Classroom Teacher, 7.0 10M: -5 to ELMI wein AFES.
Grades 1-3
ELMI Elementary Classroom Teacher, 6.0 10M: +.5 from ELMP wfin AFES.
Grades 4-6
COED Compensatory Education Teacher 0.5 1430 +0.5 from COED @ DSOK.
TAGT Gifted Education Teacher 1.0 1050 5 MUST he used for Gifted.
Classroom Teachers Total 18.5
Other Professionals
ELAR Elementary Art Teacher oo 215 - 5to ELAR @ GHES.
ELMU Elementary Music Teacher 10 205 +.5 from ELMU @ GKES (SWCS to GHES)
ELPE Elementary P.E. Teacher 10 215 +.5 from ELPE @ GHES.
EHIF Elementary Host Mation Teacher 10
(FMIDH)
EGUI Elementary Guidance Counselar 10
LIBF Information Specialist (FMIDH) 10
ISET Information Specialist oo
RREC Reading Recovery Specialist 1.0 123 +1.0 rom DORC @ DIRRESY .
LARE Language ArtsiReading Specialist 03
[Elementary)
MNURS Schoal Murse 10
Oither Arofessionals Total 78
Support Staff
CLAS Azzeszment Clerk 05 BM1 +60 hrs PPP from CLAS @ Dir Reserve. G0 hre
SCCL School Clerical 35
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5.5 Converting the SAD to a MS-Word Document: The SAD MUST be converted to a MS-Word
document by clicking on the MS-Word icon and saving it as located on the toolbar and saving it as an
.rtf format.

MMS - [r_Mpy : Report] &[]

Tupe a question for help .

SY 2003-2004 Staff Authorization Document
AFNORTH ES

Wougher humber 10 Effective March 22, 2004

Job Code Job Tite FTE Hok FTE Total 47,50
Administration
mH Purcgal in
AFRM Aamdan Pooa o
Mradialan idd a
Clas sroom Teachers
FHIC Patidegaie fexche 20 FulDay Pgam. 35-1 0 o ELM I AFEE.
FDKF  FulDay Faremigaim fwache 2
KGNF  Furdmpalen feacm oo
ELMP Elmmmnby O mm fechm
ELMF  Elimmanby Cxo mom Foche, 2k 13 amOOER
Ciacea 1 12 105 hom RESE @ DHIR NIE 3 DAL,
ELMI  Elmmanby o mm fechm, 214 110 e oo it omcion i 98
Giamasa *1ONEm PRIE W RS
L ' NZL 11D o CELF @ D3O [avee amacm o
A HE RBET.VOLKS, 131 1.3 ham 5Ll BRES.

TGT Gl Eucakn feaxhe
Cmmm recw (o

Other Profes sionals
Elmmmnay il fwachm 222-51GELA w4 D
Elmmmbny Max Fecm 10 @A NGMELAR wh K3 lmvem GRES 12 lma
Elmmmbny PL. fwach ' 222 '3 Yom ELFE  GRET | mmvea GRET | B b
Elmmmbaiy Haal Malion Fazchm
-

Simmmn by Hoal Halion Feaxchm ' 21413 vamDooER,
ey

Elmmn by Gudncs Courmio
WOk Sl
i ko Spmemial [FH OH

Lanpuam MilaPaxing Tmosa 05 11 Clmeniay Ridng ninkve P N E 3% -0 0k
|Emmnty) ool by Smdd.

Tehno Hum

Cfrm: Priwazaml (ol

Support Staff

Tchud Cal

*chog Caical [F MO

Tchud Cial [FHOH)

Fiafurdainaim s 14 Maumumhapm papmed. 30,9002 -3 3050 EOA DRI
' um xa Fo-Ain ) bal+) 30). |24 - 31900 1o EDAID DK
' um za F.-Axim i sl 205

Furimpalan Ade 14 Mawmumhaps papmed. 2

Turpmmanial el im Sug sl 1§29 18 |AOyiom PR30 OSAK. B30 10|10k PRR) UNSA @
1575 A CROK |3FED FOMimk @),

Tomol Coueion Ae . 5791231240 hom FE 3R D DR AZT 14 |40 hom UNFR D
CROK |30 POM) [k 20,

Couestmn ta o b ki by sl B4 1 80 fom EOAI D3
I Aamemnl Caik AT b 1Y e L e,
Surped At i
Special Education Teachers
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5.6 Accessing Current Roster Data: By clicking on the Current Roster button, the user can access the
Employee Roster By Job Report to view the total authorized FTE for the selected organization and
authorized FTE for each voucher group and job. This report also matches employee names to their
approve Manpower job title and the authorized/filled FTE for each employee. See the detailed Employee
Roster By Report under the REPORTS section.

Current Roster
Provides access to the most
current Employee Roster
By Job Report

MMS - [Position]

File Edit “iew Inzet Fomat Becords  Tool:  ‘Window  Help

E-EHn gy aéa © @“ul@iﬁlm v l:l @-

HOW to Find Roster Informatlon
Step 1 - Choose School Yr|2004-2005 _I
Step 2 - Choose Location |[AFNORTH ES |
Step 3 - Choose VG + Job |Classroom Teachers - Elementary Classrog§m Teacher, Grades 13/~
MMS Roster Maintenance 2%2%
AFNORTH ES
|Cla&cruum Teachers - Elementary Classroom Teacher, Grades 13
[ Auth| [ Filled| [VacantUnfilled| [ over Days/¥r
FTEs[ 700 7.0 S [ 1
Hrs/PP HrePP
APPLY CHAHGES |
FTE Hrs/PP Wacant Employee Hame Job Detail Comments RPA H © L Location Chg
o) [ 00 T [paMELSMATTHEWW <[ @) [ | [ [aFnoRTHES <[ T
100) |00 T GREGORY LOUISEL -| @@ 1=t - T T [ |aFNORTHES =| T
100 ﬂ T |Komczrowsk Takhy B, = @] |1t - I~ I T |aFNORTHES =] T
1.00) | B0 T [LAMONT DONMA M -| @ |2nd - T [T |aFNORTHES -| T
00| |00 T NORGARD KAREM LEE M [ REE - T [ |aFNoRTHES =| T
100 ﬂ [T |sLayToM JoHN R -| @ |2nd - I~ I T |aFNORTHES =]
1.00) | 00 [T TiGCHELER DIXIE D | @ |2nd - T [ |aFNORTHES =| T
FTE HrsPP
o]
Record: 4] 4| |—1 Pl vir#] of A iFilterad)
Farm Wiew FLTR
gstart| | ) @ @ © 7| &) | Tp. | o] or.| @0 | e | B P, | I ENHEOVRBY LS o1 au




5.7 Employee Roster By Job Report: Provides quick access in MPV format to view roster population by
voucher group for each current employee, by FTE, and includes historical MPV Notes.

il r_PosRosterDetail.rtf - Micro Employee ROSter By JOb Report

“he e vew met rama]  INClUdes Current Date, School, School Year, Voucher Group, Total FTE, Total FTE
e Ean & el by Voucher Group, Total FTE by Job, associated by Employee Name and their FTE.
B Nomal +Aral | Al Also includes historical MPV Notes.

Final Showing Markup = Show~

Employee Roster By Job 1 PosRastarDstal
School Year 2004-2005
As Of 18-Nov04
FTE AUTH FTE: 48.2
Administration 1.0
Principal (PRIH} 1.0
10 - GRIFFIMN AUDREY
Classroom Teachers 195
ESL Professionals (ESLP) 1.0
05 - FORT AGATHA P
05 - THOMAS BETSY J
PreKindergarten Teacher (PKTE) 2.0
1.0 - GEILEMNROSEMBERG
1.0 - Pre Kinder WILSON CARROLL L. Carol Vilzon
Full Day Kindergarten Te-acher (FDKT) 2.0
1.0 - REDIMNG MARY S
1.0 - Kindergart CHAPMAN MELISSA
Elementary Classroom Teacher, Grades 1-3 (ELMP) T.0
1.0 - 1st GREGORY LOUISE L
1.0 - 1st KOZICIKOWSK]
1.0 - 2nd LAMOMNT DOMRA, b
1.0 - 2nd SLAYTOM JOHN R
1.0 - 2nd TIGCHELER DIXIE O
1.0 - 3rd DAMIELS MATTHEWY W
1.0 - Grd MORGARD KAREM
Elementary Classroom Teacher, Grades 4-6 (ELMI) 6.0
1.0 - dth BROWHN MARIAMNME L
1.0 - 4th PUNT M&RCIA K
1.0 - gth HURSTOM JUDITH
1.0 - Gth BALACETRIM SARSH L
1.0 - 6th KIMDLE PATRICIA C
1.0 - 6th RIGGES ARME B
Compensatory Education Teacher (COED) 0.5
05 - FORT AGATHA P

S Dawr [ AutoShapes+ . Sa DQ.A‘.J B & -jvévEE =B e,
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6.0 Accessing MMS Reports

Simply click on the Reports Tab of the main MMS screen to access School Level Reports.

MMS - [DoDEA MMS] =[5
File Edit “iew Inzet Fomat Becords  Tool:  'Window  Help Tupe a question for help = |8 2

2L AL E Y dh e

Form Yiew

#start | |

€ ae ”| €| e | S| Sre. |[Epo.. e, | @, | [ ENHEQBE 28 1031 am




6.1 School Reports Tab: Schools can access and review current and previously issued MPV and print
their Staff Authorization Documents by selecting the “School/Division” Tab. Report access is limited to
your specific authorization level.

Additional School level reports are under construction at this time. Reports envisioned include: Multiple
School Year FTE comparison reports; Reports by Position and Position Type (Special Education FTE);
FTE Summary by Job Code; and School Roster reports. In addition, we are soliciting requests from
schools and DSOs in regard to your reporting needs.

School Level Reports Issued MPV’s Reports
Available only to Provides access to current and archived Staff
Principals and approved Authorization Documents
clerical staff.

MMS - [MMS Reports]
File  Edit “iew Inset  Fgffat

kE - 4 B @

Fecords  Tool:  ‘Wwindow  Help Type a question for belp = (@ X

e N T R

Roster Maint ' HEpOTis:

SCHOOL/DIVISION

‘choolfDivision Level Reports

Iesued MPYs | Viewiprint MPV |suances

Form Yigw

Eﬂstart”J aao >
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	4.2 Choose School Year Menu (STEP ONE):  Located under the H
	4.3  Choose Location Menu (STEP TWO):  Located under the How

