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IC UIC Extract 

 

1. Choose MI 
State 
Reporting. 

2. Select UIC 
Extract. 

a. Select 
Students 
w/o 
UICs. 

b. Select 
the State 
Format 
(Fixed 
Width). 

c. Choose 
Generate 
Extract. 

 

3. Choose to save 
file on your 
computer. 
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Upload for UIC Request 
 

As an additional option, users may upload batch files to obtain an existing UIC for any student previously assigned one, or 
to obtain new UICs. For example, districts may want to obtain UICs for students identified during Kindergarten Roundup. 
Likewise, districts may have a number of new enrollees in the fall arriving from another school district within Michigan 
who most likely have existing UICs.  

Files must adhere to a fixed-length text file format that is specified in the NonSRSD Batch File Layout located at the end 
of this section. Alternatively, new UICs for pre-school and kindergarten students may be obtained in bulk by submitting 
these students during regular SRSD submission cycles and leaving the UIC field blank.  

NOTE: As of the spring 2006 submission, CEPI no longer accepts SRSD files that contain more than 15 percent blank 
UICs. This does not include those records submitted for kindergarten or early childhood.  

The nonSRSD file must be fully resolved before a download of this file can occur. A limited period is available for this 
resolution. For that reason, it is a good idea to check the posted UIC Timeline for "Upload for UIC Request" and make 
sure that you allow yourself adequate time to resolve the file. Do not try to accomplish an "Upload for UIC Request" with 
only a few days remaining in the Upload for UIC Request period.  

Step 1 – Creating the NonSRSD File  

All nonSRSD file uploads must be plain text and conform to the ASCII record layout on the following page; i.e., records 
must be 122 characters in length, with data variables conforming to the specifications given below. If the file length does 
not conform to this format, the file will be rejected. Multiple districts can be included in the file so long as you have 
permissions to resolve for each district. Please note the Upload for UIC Request function will not accept files in ZIP 
format.  

Many vendors have a special file export that accommodates this feature of the application. Check with your vendor or 
information technology staff for specifics.  

File Naming Convention – When you are preparing your file for upload to CEPI please be sure to follow the naming 
convention for nonSRSD files. File names can be up to 20 characters long. However the first eight characters should 
conform to the file naming convention:  

N<ISD Code><District Code><Optional>.txt  

The letter N in position one denotes a nonSRSD file. Positions 2 -8 denote the ISD Code and District Code 
respectively.  

Positions 9 – 20 are optional and may or may not be used for the district's own purposes. Please note that the characters \ 
/ : * ? & " < > | are illegal and not valid filename characters.  

Therefore, ISD "28" and district "28050" would minimally submit a file named "N2828050.txt".  
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NonSRSD Batch File Layout  

All nonSRSD file uploads must be plain text and conform to the following ASCII record layout; i.e., records must be 122 
characters in length, with data variables conforming to the specifications given below. If the file length does not conform 
to this format, the file will be rejected. Please note the Upload for UIC Request function will not accept files in ZIP 
format.  

           
 
NOTES: Include as much information as possible in your file. Of particular importance are the enrollment date, exit date, 
and exit status. Although not required, it is suggested that users include these fields whenever possible, as they are now 
used as a point of reference to update the UIC Master Table.  

When downloading the resolved nonSRSD file, the newly generated UIC will be contained in positions 123-132. 
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Step 2 – Uploading the NonSRSD File 
 

1. Click the “Upload for UIC Request link to open the Upload for UIC Request screen. 

             
 

2. If you wish to upload a new file into the system, first select the correct ISD from the drop-down list, and then 
select a District from the resulting drop-down list. 

3. In the File to Upload field, click the "Browse" button to navigate to wherever you have saved the file on your 
local computer.  

 
4. Leave the Notification Email field empty as the application does not have the ability to generate e-mail messages. 

 
5. Click the "Submit" button to submit the batch.  

 
Step 3 – Batch Status List  

After your file has been uploaded to the application, the NonSRSD Batch Status List screen is used to view your 
uploaded batches and begin resolving the records in the batch. 

1. Click on "Batch Status List" in the bottom blue toolbar to open the Batch Status List. 

             
2. Select the ISD and District whose batches you wish to view from the drop-down menus. Click the “Search” 

button. 
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3. The list of batches is displayed in the NonSRSD Batch Status List. 
 

 
4. Check to see the status of your batch: 

·  Verify – This is the most common status for batches. It indicates that the batch has finished 
processing, and that at least one record in the batch needs to be verified and resolved by you.  

·  Completed – Processing of the batch has been completed, and there is no verification 
required. This means that all the records in the batch were either new and new UICs were 
assigned, or all the UICs matched records already in the system.  

·  Bad File – Indicates the file did not conform to the record layout. Review the Detail window 
for specifics. Most commonly this occurs when a file length exceeds the maximum size.  

·  Failed – This batch failed during processing. Information regarding the failure may be 
obtained through the "detail" link.  

 
5. Click the Batch ID number link to open the Batch Summary screen.  

Step 4 – Batch Summary  

The NonSRSD Batch Summary screen allows you to view the current status of a batch and also alerts you to any data 
errors that were found in the processing of the batch. 
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The summary screen displays the outcome of the system batch processes and shows you how many records from the batch 
are:  

·  New UICs Created ·  Multiple Positive Matches Found 
·  Positive Matches Found ·  Possible Matches Found 

 
Any multiple or possible matches found will need to be resolved as they would during Student UIC Resolution. Refer 
to pages 10-14 of the Phase 1: Student UIC Resolution section for details on how to complete this process.  

If any records within the batch contain data errors, e.g., invalid school code, incorrect data type, missing required files, 
etc., they will be indicated as data errors. The presence of data errors will not prevent you from downloading the 
completed file; the UIC field for these records will remain blank. Errors cannot be corrected through the application. 
Review the cause of the error, make the necessary correction, and re-upload that specific record. Do not re-upload those 
records for which you obtained a UIC.  

When the Batch Summary screen shows zero for Multiple Matches Found and Possible Matches Found, click the "Back 
to List" button to return to the Batch Status List screen.  

Step 5 – Downloading the Completed File  

When resolution is completed, the file status will change from "verify" to "completed." When the file is completed, a 
link will appear under the Completed File column. Clicking on this link will allow the user to download a copy of the 
nonSRSD file updated with the new UIC numbers. This file adheres to the nonSRSD batch file format (see the following 
section). When downloading the resolved nonSRSD file, the newly generated UIC will be contained in positions 123-
132.  

 
Note: Files are only available during the current collection cycle. When the application closes for scheduled maintenance 
prior to the start of a new collection, all nonSRSD batches are deleted. Please refer to the posted UIC timelines for 
specific scheduled maintenance dates.  
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IC UIC Import 

 

1. Choose MI 
State 
Reporting 

2. UIC Import 

3. Upload the 
UIC file on 
your computer 

4. Review the 
UIC Import 
Report 
generated by 
IC for errors 
and other 
important 
information 
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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 – Fall 2008). 
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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 – Fall 2008). 

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 13 of this manual. 

 
3. Rerun the IC Extract through the CEPI Error Check – Page 15 of this manual. 
 
4. Regenerate & Review the CEPI Error Check Report for Fatal Errors & Warnings 

– Page 17 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) 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



��������	

��

�
��� �
 ���� �� �

�

Generating the IC Attendance Membership Report 
 

1. In the index menu click on Attendance. 
2. Under Attendance click on Reports. 
3. Under Reports click on ADM and ADA Detail. 
4. The options screen will appear on the right hand side. 
5. Choose 9/24/2008 as the Start Date and End Date. 
6. Choose Detail as the Report Type. 
7. Choose Exact under the Calculations Options. 
8. Choose the appropriate building(s). 
9. Click Generate Report.   
10. When the report is being generated the Generate Report button changes to indicate that 

the report in being generated in a new window. 
 
 
 

�
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Reconciling the CEPI Alpha List to the IC Attendance Report 
 
 

Headcount per IC Attendance Membership Report  

  

RECONCILING ITEMS:  

  

   SUBTRACT -   

      -Headcount of Less than Full Time Pupils  

      -Students absent on count day that did not return     
       within 10 or 30 days  

 

     -Headcount of Pupils with no FTE being claimed  

  

  

  

  

  

  

   ADD -   

       -Partial FTE for Less than Full Time Pupils  

  

  

  

  

  

  

  

FTE per CEPI Alpha List  
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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 13 of this manual. 
 
3. Rerun the IC Extract through the CEPI Error Check – Page 15 of this manual. 
 
4. Regenerate & Review the CEPI Error Check Report for Fatal Errors & Warnings 

– Page 17 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 19 of this manual.  
 

7. Regenerate the IC Attendance Membership Report – Page 20 of this manual. 
 

8. Reconcile the CEPI Alpha List to the IC Attendance Membership Report – Page 
21 of this manual. 

 

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 Attendance 
Membership Report. 
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MLISD/OISD Pupil Audit Requirements 
 
 

Due to ISD Auditor by 10/28/2008 
 

1.  SRSD file - free of Fatal Errors  
 

2. Signed CEPI Error Check Alpha List 
 

3. Signed IC Attendance Membership Report 
 

4. Reconciliation between 1 and 2 
 

5. Signed Count Day Absence Report 
 

6. 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 
 

7. 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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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. 
 
 
 
 

 
 


