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Calendar / Due Dates

Calendar

« Staff Reporting opens every year in early August — ook for a bulletin
announcement

« September 15 — Statutory deadline for Public Districts and Nonpublic
Schools

« October 15 - Fall deadline for all systems
* 10/31 - Fall Audit window close

« Early November — Email addresses published to Education Directory
« December — Data extract for Nonpublic Curriculum

« June 30 - Final year end deadline for all systems
 No Changes after this date



https://www.education.ne.gov/wp-content/uploads/2025/05/ADVISER_Calendar_20252026.pdf
https://educdirsrc.education.ne.gov/

Guidance & Resources

Staff Reporting Manudl

 Data Collected

« Staff Demographics examples: First, Last, Gender, Ethnicity, Race,
Salary, Email

« Position Assignment examples: School Number, Assignment Date
(start date), Position Code, FTE, Days Worked (subs)



https://www.education.ne.gov/dataservices/staff/

Guidance & Resources

Legacy Portdl
 1st Collection Name: Staff Reporting 2025-2026

* A new collection every year
 New activation code required every year

« 2nd Collection Name: NSSRS Validation

« Only need to add to portal account once
 Need activation code for UserType: Staff Data Steward

The portal District Administrator can provide the necessary Activation
codes.


https://portal.education.ne.gov/

Steps to Complete

3 Step Process

1. Update Staff Reporting 25-26 collection & review collection
errors

2. Review NSSRS Validation collection to fix any Errors &
save/view Verification Reports

3. Review both collections throughout the year 1o make
updates and evaluate data



Steps to Complete

« Collection location in the Portal: Student & Staff (NSSRS) tab
» Once activation code(s) added, collections will show in
Available section

aia
ollecuons

Student and Staff Record System

Available You have access to this online Sy
Please proceed by clicking on the

Activation

Code(s)
Available | Add/Remoy€| NSSRS Validation
Offline Staff Reporting 2019-2020

Offline Staff Reporting 2020-2021
Available | Add/RemoN | Staff Reporting 2021-2022

Name/l inl




Steps to Complete

» Each year, data from the prior year's Staff Reporting collection is
auto populated into the new year — with a few exceptions

» These exceptions are ‘missing’ data points, which must be
updated every year

» This means every staff person will need at least one update in
the collection, at the beginning of the year

« Some staff's iInformation may be updated several times
throughout the school year

* ‘Missing’ data point examples: Salary/Benefits and Position
Assignment Date (start date)



Steps to Complete

 Staff Reporting collection Main Page
« 2 Methods of Submission

» Enter/Edit data — update staff data on an individual staff basis, or

« Download/Upload files — download 2 separate files, make vpdates
within and then re-upload the files

e Staff Manuadl

% NERRASKA DEF
Staff Reporting System

2021/2022 District Staff Report NDE02-014 Rev: 07.30.2020

Staff Data is to be reported by Public Districts, Nonpublic Systems, Educational Service Units,
Special Purpose Systems and Rule 18 Interim-Program Schools. District/Systems may Enter
the Staff Data online or Download Staging File Records with the previous year's data - edit that

data and then Upload the Staging File Records. A file may also be created using the File
Specifications found in the instructions and uploaded.

Refer to the Staff Instruction Manual for the data elements required and the codes for the
different data elements. Continue to access NSSRS for Validations and Verification Reports.

—

Enter/Edit Data H Upload Staging File Records H Download Staging File Records H Staff Manual

Logout |




Steps to Complete

Enter/Edit Data

« Great method of submission for smaller schools with fewer
staff

» Updates are made on an individual, person by person, basis

BRA ;
% Staff Reporting System

2021/2022 District Staff Report NDE02-014 Rev: 07.30.2020

Staff Data is to be reported by Public Districts, Nonpublic Systems, Educational Service Units,
Special Purpose Systems and Rule 18 Interim-Program Schools. District/Systems may Enter
the Staff Data online or Download Staging File Records with the previous year's data - edit that

data and then Upload the Staging File Records. A file may also be created using the File
Specifications found in the instructions and uploaded.

Refer to the Staff Instruction Manual for the data elements required and the codes for the
different data elements. Continue to access NSSRS for Validations and Verification Reports.

Enter/Edit DataA| Upload Staging File Records || Download Staging File Records || Staff Manual || Logout |




Steps to Complete

File Download/Upload

3 steps:
1. Download last year's files

« Two different files: Demographics and Position

Assignment
2. Update each file O\ ERRASKA ES
_ . . Staff Reporting System
* Formatting and file NAME  z02112022 istrict sttt report
'I' f 'I' Staff Data is to be reported by Public Districts, Nonpublic Systems, Educational Service Units,
q OS O be Der e C Special Purpose Systems and Rule 18 Interim-Program Schools. District/Systems may Enter
the Staff Data online or Download Staging File Records with the previous year's data - edit that

data and then Upload the Staging File Records. A file may also be created using the File
Specifications found in the instructions and uploaded.

Note: Some SIS vendors provide file | |
Refer to the Staff Instruction Manual for the data elements required and the codes for the

dOWﬂlOO dS different data elements. Continue to access NSSRS for Validations and Verification Reports.

| Enter/Edit Data || Upload Staging File Records{|| Download Staging File Records | S)aff Manual || Logout |




Steps to Complete

File Download/Upload

3. Upload files one at a time
« Demographics file has to be uploaded first
* Then, Position Assignments file

Note: Uploading a new

. . 2021/2022 District Staff Report NDE02-014 Rev: 07.30.2020
De m Og rO p h I CS fl |.e .CO m p | e.-l-.e |y Staff Data is to be reported by Public Districts, Nonpublic Systems, Educational Service Units,
deletes all pre-existing Posifion G Dovs oo o Deniosd Sacing s Bocovss wih o e yoace o et
Assignment information oo e 1 e o i s, e e i e e

Refer to the Staff Instruction Manual for the data elements required and the codes for the
different data elements. Continue to access NSSRS for Validations and Verification Reports.

| Enter/Edit Daku Upload Staging File Records anload Staging File Records || Staff Manual || Logout |
\—/




Steps to Complete

« Once data is submitted, review the Staff Reporting collection
for errors

 Click Entry/Edit Data on home page
* Then click Errors Only

, with a Last Name beginning with selected letter or Staff with 'Errors Only' (to improve performance)
() () (o) (7 () (s [ ] (v (W] (3] [ (2] Ceronom )
e

» The Dropdown menu will display only those staff in error, along
with the issue

« Examples: Invalid Gender Code, Invalid Positions Assignment
Date




Steps to Complete

* Once the Staff Reporting collection is good to go (wait
overnight for data to process), go 1o the NSSRS Validation
collection for further Review

 Errors — further compares collection data to other systems
and looks for data ‘mis-matches’

« Other System(s). Certification (TEACH)

Note: Reprocess Errors to see changes immediately (some errors require an overnight

HomeErrorsUer'iﬁcatiun Reports|Lookups by ID|System Lookups|Data Duwnlnads

NSSRS Validation Home

process to run)

Data submitted for your district have triggered Errors and/or Warnings. Plea




Steps to Complete

e Continued review Iin the NSSRS Validation collection

 Verification Reports — lists staff reported and compares to other
systems

« Other System:s:
» Courses (ADVISER/Nonpublic Curriculum)
 Statewide licensure ( )

m Err(:rs|\feriﬁcat'|on Reports|Lookups by ID|System Lookups|Data Duwnlnads

NSSRS Validation Home

Data submitted for your district have triggered Errors and/or Warnings. Please Review Errors.



https://www.nebraska.gov/LISSearch/search.cgi

Steps to Complete

e Continued review Iin the NSSRS Validation collection

« Examples of Staff Verification Reports to review
« Current Certification Report
« Current Personnel Report
» Teachers Assigned Out Of Endorsed Area or Level

« Staff Reporting for the Special Education Financial Reporting System
(SPEDFRS) and GMS SPED IDEA Consolidated Application (Public Districts
only)

« Can also view past year'’s staff data by changing the date
within the NSSRS Validation collection

Year: 2025-06-30 (Change Year)




Updates / Reminders

Updates for 25-26:

* New Position Assignment Codes added:
 Head Teacher — No Students (1151)
« Clergy Counselor (2122)
» Board Certified Behavior Analyst (2136)
« Registered Behavior Technician (5163)

» Regulatory Requirements updated:
* Music Therapist (2154)
« Recreation Therapist (2155)

See Appendix C of Staff Manual for descriptions/updates



Updates / Reminders

Additional Resources Available

« NDE Staff ID collection — create new Staff ID's (Example: Paras)

» Be sure 1o input SSN in case staff apply for certification in the
future

» Public Certitfication Lookup

 TEACH Business Parther Portal — contact your Superintendent for
more information



https://teach.education.ne.gov/#/VerifyLicense

Updates / Reminders

« Substitutes — moved from CDC to Staff Reporting in 22-23

o [f staff leave during the middle of the year, don't remove them
from Staff Reporting entirely — use the Completion Date 1o end
date their time with your District/System

« Educator Certification uses FTE and Days Worked data from
Staff Reporting for experience related to certification renewals

» Review your Errors/Reports in NSSRS Validation throughout the
year vs waiting unftil the end of the school year



Questions?

‘ . > NDE.ServiceDesk@Nebraska.gov
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