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Enter Data into IC 
 
 

1. Enter in IC any applicable SRSD information 
a. See Appendix A – SRSD fields in IC for data field locations 
b. See Appendix B – Special Education Fields in IC 

 
2. Create any applicable IC Ad Hoc Reports to verify program information for 

SRSD reporting. 
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Download and Install the CEPI Error Check 

2. Download and 
install CEPI Error 
Check Program 
http://michigan.go
v/cepi. 
 
a. Click on the 

MEIS Data 
Services link. 
 
 
 
 
 

 
b. Click on the 

Single Record 
Student 
Database link. 
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c. Click on the 
link for the 
most up to date 
error check 
application. 
 
 
 
 
 
 
 
 
 

d. Click on SRSD 
Error Check 
Application and 
follow the 
directions 
provided on this 
page to 
download and 
install. 
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Create the IC SRSD Extract 
 

 

1. Login to Infinite 
Campus. 

2. Click on MI State 
Reporting > SRSD 
Extract. 

 
 
 
 
 
 
 
3. Enter Current Count 

Date. 
4. Enter Previous Count 

Date. 
5. Select Calendars. 
6. Click on Generate 

Extract. 
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7. Save to the current 
error check folder 
(C:/Program 
Files/CEPI Error 
Check – Spring 2009). 
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Run the IC SRSD Extract through the CEPI Error Check 
 
 

1. Run the CEPI Error 
Check Program. 

a. Select your ISD 
b. Select your 

district 
c. Select your file 

 (C:/Program Files/CEPI 
Error Check – Spring 
2009). 

d. Choose Error 
Check. 

 
2. Status windows indicate 

progress and 
information. 

 
 
 
 
3.  Click Yes to run 

duplicate student check. 
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4. Validation Results. 
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Generate & Review the CEPI Error Check Report for Fatal Errors & Warnings 
 
 

1. Run Error Detail report. 
 
 
 
 
 
 
 
 
 
 

a. Leave as default 
or change options 
if desired. 
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Making Data Corrections 

 
 
1. Make any necessary data corrections in IC. 

a. See Appendix A – SRSD fields in IC for data field locations 
b. See Appendix B – Special Education Fields in IC 

 
2. Recreate the IC SRSD Extract – Page 6 of this manual. 

 
3. Rerun the IC Extract through the CEPI Error Check – Page 8 of this manual. 
 
4. Regenerate & Review the CEPI Error Check Report for Fatal Errors & Warnings 

– Page 10 of this manual. 
 
5. Repeat steps 1 through 4 above as many times as necessary until you have a file 

that is free of Fatal Errors and you are satisfied with the Warnings that still exist. 
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Generating the CEPI Alpha List 
 
 

1. Choose Reports. 
 
2. Alpha List (MS 

Access). 

�
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Generating the IC Alpha List 
 
 

 
 
 
 
 
 

 

1. From the Index, 
expand the MI State 
Reporting folder by 
clicking on the plus 
(+) sign. 

2. Select Alpha List 
Report. 

 
 
 
 
 
 

 
 

3. Enter the current 
Count Date. 

4. Enter the Previous 
Count Date. 

5. Select Calendars. 
6. Click on Generate 

Extract. 

�
�

�
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Making FTE Corrections 
 
 

1. Make any necessary FTE corrections in IC. 
a. See Appendix A – SRSD fields in IC for data field locations 
b. See Appendix B – Special Education Fields in IC 
 

2. Recreate the IC SRSD Extract – Page 6 of this manual. 
 
3. Rerun the IC Extract through the CEPI Error Check – Page 8 of this manual. 
 
4. Regenerate & Review the CEPI Error Check Report for Fatal Errors & Warnings 

– Page 10 of this manual. 
 
5. Repeat steps 1 through 4 above as many times as necessary until you have a file 

that is free of Fatal Errors and you are satisfied with the Warnings that still exist. 
 

6. Regenerate the CEPI Alpha List – Page 12 of this manual.  
 

7. Regenerate the IC Alpha List – Page 13 of this manual. 
 

8. Reconcile the CEPI Alpha List to the IC Alpha List. 
 

9. Repeat steps 1 through 8 above as many times as necessary until you have no 
unexplained discrepancies between the CEPI Alpha List and the IC Alpha List. 
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MLISD/OISD Pupil Audit Requirements 
 
 

Due to ISD Auditor by 3/17/2009 
 

1.  SRSD file - free of Fatal Errors  
 

2. Signed CEPI Error Check Alpha Lists 
 

3. Signed IC Alpha List 
 

4. Signed Count Day Absence Report (10/30 Extract under MI State Reporting) 
 

5. List of Non-conventional Students (This will vary between MLISD and 
OISD). 
 

a. MLISD  
i. Checklist for non-conventional students 

ii.  Applicable non-conventional student listings attached to checklist 
b. OISD 

i. See packet sent by Cammie 
 

6. Special Education Worksheets A & B 
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Appendix A – SRSD Fields in IC 
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Appendix B – Special Education Fields in IC 
 
 

INDEX ��� � STUDENT INFORMATION ��� � ENROLLMENT TAB ��� � GENERAL 
ENROLLMENT INFORMATION 

Field 50  If in ISD Program! Placement in District by Another District IEP   
  Start Status/Code 21 in drop-down 

  If in local school district, choose from drop-down 

INDEX ��� � STUDENT INFORMATION ��� � ENROLLMENT TAB ��� � STATE REPORTING 
FIELDS 

Field 18  FTE in General Education 

INDEX ��� � STUDENT INFORMATION ��� � ENROLLMENT TAB ��� � SPECIAL EDUCATION 
FIELDS 

Field 40  FTE in Section 52     FTE in Section 52 

Field 41  FTE in Section 53     FTE in Section 53 

Field 45  Special Education Exit/Completion Reason  Exit Reason 

Field 46  Special Education Date Exited or Completed  Exit Date 

INDEX ��� � STUDENT INFORMATION ��� � SPECIAL ED��� � DOCUMENTS TAB 

Choose Michigan IEP from “Choose New Form” drop down 

Choose Education Plan from list on left 

  Field 38  Date of IEP/Placement/Date of Implementation     
    Start Date (End Date auto-fills) 

    Eval Date 

Choose Enrollment Status from list on left 

IF Special Ed info in Enrollment is already filled in, PRESS Get Special Ed Status from 
Enrollment and fields below will auto-populate 

Field 36  Primary Disability 
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Field 37   Additional Disability           
   Additional Information (Legally Blind or Deaf) 

  Special Ed Status  Choose “Yes” from drop-down 

Field 44   Primary Educational Setting Special Ed Setting 

Choose Special Education Programs OR Program Services from list of left, then New Service 
  Provided 

Field 42  Program Services Code 

   Service    Choose from drop-down 

   Start Date/End Date, Minutes per Session/Session Frequency 

Choose Supp. Aids and Services OR Supplementary Aids and Services from list on left, then 
New Service Provided 

Field 43 Support Services 

   Service    Choose from drop-down 

   Start Date/End Date, Minutes per Session/Session Frequency 

INDEX ��� � STUDENT INFORMATION ��� � SPECIAL ED��� � DOCUMENTS TAB 

Choose Michigan Evaluation from “Choose New Form” drop down  (This is only for 
Initial Evaluations) 

Fields 39 a,b,c  

Evaluation Compliance  Choose from drop-down 

  Initial Eval Result   Choose from drop-down 

  Evaluation Date 

  Evaluation Type   Choose “Initial” from drop-down 

  Extension Days   (If applicable) 

INDEX ��� � STUDENT INFORMATION ��� � BEHAVIOR TAB ��� � EVENT RESOLUTION 

 Fields 126-137 Special Education Disciplinary Action 
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Appendix C - SRSD Cycles of Field Submission 
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Appendix D - SRSD Resources 

 
 
CEPI website 
 http://www.michigan.gov/cepi/0,1607,7-113-986_10481---,00.html 
 
This website contains lots of helpful SRSD information such as: 
 UIC information 
 How to contact CEPI 
 SRSD manual – specific field descriptions 
 And much more 
 
 
 
 

 
 


