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As Stated in Sections 1303 and 1304 of the Title I, Part C Non-Regulatory Guidance, States 

are required to report certain information on the Migrant Education Program (MEP) 

through a Consolidated State Performance information about the numbers and  

characteristics of participating children the types of services provided, the number of 

participants by grade level, and other pertinent data elements.  

The Nebraska MEP utilized the MIS2000 database system to collect, store, process, and 

electronically transfer student educational information to meet the reporting  

requirement of the program. Section 1306(b)(2) requires SEAs to promote interstate and 

intrastate coordination by providing for educational continuity through the timely  

transfer of pertinent school records when children move from one school to another, 

whether or not the move occurs during the regular school year. The timely transfer of 

student records can be effective means of reducing the effects of educational disruption 

on migrant students.  

SEAs and LOAs must comply with two fiscal requirements regarding the expenditure of 

State and local funds to ensure that MEP funds are used to provide services that are  

supplemental to the regular services ,migrant children receive. The statue requires SEAs 

and LOAs to: (1) use MEP funds to “supplement, not supplant” Federal and non-Federal 

funds; and (2) provide services to migratory children with State and local funds that are 

at least comparable to services provided to non-migratory children.  
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CHAPTER 1:  

Navigating the Toolbar 

This chapter will teach you some of the basic functions of the MIS2000 Toolbar:  
 How to use the various functions of the toolbar  

 How to toggle between Student Data View and COE View  

1.1 Record Menu 

The Record menu includes options to add new information to MIS2000 and to navigate from 

one student record to another.  

Add New—add new student information to the panel that you are currently viewing. 

Next Record—Toggles to the next student record or COE in the database. 

Prior Record—Toggles to the previous student record or COE in the database. 

NOTE: Navigator buttons can also be used to toggle through records 

on your database. 
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1.2 Procedures Menu 

The Procedures menu includes options 

to upload, upgrade, and backup your  

database, as well as manage current 

records and functions within MIS2000.  

Mass Enroll—Allows the enrollment of 

many students at the same time without 

having to visit each record individually 

Mass Withdraw—Allows the withdrawal 

many students at the same time without 

having to visit each record individually. 

Mass SP—Allows the entry of Supplemental 

Program codes on a by-facility basis. This 

function is currently disabled. 

Edit Codes—Edit the contents of database 

menu options and code tables. Available to 

MIS admin only. 

SQL Maintenance—Admin function 

Configure reports—Admin function 

Upload Changes— Sends a copy of your most recent database to the server and uploads the most recent 

MIS2000 data to your database. NOTE: Use this function daily to keep your data current! 

Check for upgrades—Connects to the state server to check for any available upgrades to MIS2000, such 

as a newly added function or new report.  

Backup Database—Creates a backup of your database on your computer 

Snapshot Operations—Allows you to create a snapshot of your database that an be saved and viewed at 

a later date.  

Merge Duplicate Students—Merges duplicate student records. Available to MIS admin only. 

Diagnostics—Provides information about your database that may help to identify program errors 
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1.3 Reports Menu 

The Reports menu includes all functions needed to access, run and build reports from your  

database in MIS2000 

Snap! Reports—The Snap Reports window allows you to choose a report from your Snap Reports 

list, select appropriate filters, and run a report from a list of pre-built reports in the Snap! Reports 

drop down menu.  

Report Builder—A tool for creating reports in MIS2000  

Potential Duplicate Students—This function checks the database for students who may have two or 

more records in the system.  

Queue Record—Puts the current student’s record into the print queue 

Print Queued Records—Creates a screen preview of all records in queue. You can then choose to 

print the records, save them, or clear them from the record queue.  

Clear Record Queue—Removes all records from the print queue.  

Include Health Record—A checkable item to choose whether or not the health record should be  

included in the printed student record. To add or remove the check mar, simply click on it.  
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1.4 Preferences Menu 

The Preferences menu includes checkable items to set up your MIS2000 auto-settings  

Auto Caps Lock—When checked, it will turn your Caps Lock on for you automatically. Everything 

entered into MIS2000 must be in ALL CAPS 

Use Windows Short Date Format—Controls whether MIS2000 will use your default Windows 

setting for displaying the year. If you want to see only a two-digit year, (which is best for reporting), 

leave this item unchecked.  
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1.5 COE Menu 

The COE menu allows you to 

print COEs, access the COE Log, 

and print an OSY Profile. This 

menu option only appears in 

COE View. 

Queue COE—Places the COE you are currently viewing into the printing queue. 

Print COE Queue—Allows you to print the COEs in queue, save them, or clear them from the record 

queue. 

Print Preview COE Queue—Creates a screen preview of all records in the COE queue. You then 

choose to print the records, save them, or clear them from the record queue.  

Clear COE Queue—Removes all COEs from the printing queue. 

Queue All Students—This is a checkable menu item. If you leave it checked, it will add all new stu-

dents to the student record queue.  

View Log—Opens the COE Log for the COE you are currently viewing. This log includes time stamps 

and dialog from the recruiter and the COE approval team.  

Include OSY Profile in Report—This is a checkable menu item. This will give you the option to print 

an OSY Profile when you print a COE.  

Print Blank COE—This option will allow you to print a blank COE 
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1.6 Go Menu 

The Go menu provides a quick way to get other information related to the student or COE 

you are currently viewing.  

If you are working on the data of a student and you want to see his COE, click the Go pull-down 

menu, and select To COEs. MIS2000 will then direct you to that student’s most recent COE.  

Once you are on the COE Data view, you can select Go and in the pull-down menu select To Student 

to go the Student Data view of the highlighted child in the Child(ren) section of the COE.  

By selecting Back in the Go pull-down menu in the Student Data view, you will be navigated back to 

the last COE you were viewing in COE Data view.  

By selecting Back in the Go pull-down menu in the COE Data view, you will be navigated back to the 

last student you were viewing in the Student Data view.  
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1.7 View Menu 

The View menu allows you to switch between the COE Data and Student Data views. 

Student Data—Contains panels for School History, Credit Accrual, Tests, Health, Supplemental  

Programs, Family information, Needs, and OSY Profile.  

COE Data—Contains panels for COE Family, Eligibility, Child(ren), and Signatures which include all of 

the data collected on the COE.  

NOTE: Changing the View does not always take you to the 

COE/Student Data of the student you are currently working on. 

If you wish to see the COE/Student Data of your currently  

selected Student, use the Go menu option. 

1.8 Help Menu 

The Help menu provides helpful tips 

about MIS2000. 

Contents—This function does not currently have any information. 

Show Tips—Lets you look through helpful MIS2000 tips. This box can be shown at the Welcome Screen if 

the option is selected. You can also choose to only see this box at your Welcome Screen if there are new 

tips available. 
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CHAPTER 2:  

Student View 

This chapter will teach you how to enter Student Data into MIS2000: 
 How to update Student History Lines  

 How to ensure data correctly corresponds within the proper timelines  

2.1 Student Data Top Panel 

The Student Data top panel contains information collected from the COE as well as buttons for 

student search, Designated Graduation School, and Student IDs.  

The Search Student button can be used to search for a student within your database. Search 

by using student information such as Student Name, Birth Date, Student ID, facility, and more.  

NE State ID—Can be entered by typing the number in the box without using hyphens. 

Student IDs—Use the arrow buttos below this field to toggle between the student’s MIS2000 

ID, NE State ID, and School ID. 

  - MIS2000 ID—MIS2000-generated number, unique to each student, generated when 

 the student is created in the database. 

School ID— Can be entered to record a student’s current School ID. 

Designated Graduation School—Use this box to record the school that the student plans to 

graduate from (if known). Be sure to include the school location information) 

Graduation/HSE Date Indicator—enter the date that the student plans to graduate or  

complete a High School Equivalency program, then select Graduation or HSE from the  

drop-down menu. 
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2.1.1 Student Search: Key Data 

Key Data Tab—The most commonly-used method for student searches. Search using as much 

data as you prefer to find a student in your database.  

Click Do Search for Child when you have entered your search information. Students who match 

the information you entered will appear in the grid below.  

Click on child whose record you would like to visit and click Select Child.  

To create a list of students to visit later, select the child and click the Add to List button. 

Use Search Remote to find a student who is not in your database but may be on the state server. If 

you find a student using this option, click Download Student to add this student to your database. 

Click Close to Exit the Student Search. 
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2.1.2 Student Search: District/Facility 

District/Facility Tab—Search for Students by school district or facility.  

 
To search for Students by District, use the District drop-down menu to choose the preferred district and 

click the District Search button. The students who have enrollments in that district will appear in the grid 

below.  

To search for Students by Facility, choose either the NE Code or Facility Name from the drop-down 

menu and click the Facility Search button. The students who have enrollments in that district will appear 

in the grid below.  

To narrow down your search to a specific timeframe, use the Enroll Date From and To Filters.  

For Example: If I wanted to search for students enrolled in 

the 18/19 year, I might use the following dates:  

Enroll Date 
From: 9/1/18 

Click on child whose record you would like to visit and click Select Child.  

To create a list of students to visit later, select the child and click the Add to List button. 

Click the All button to add all students to your student list to visit later.  



 

 

CHAPTER 2: STUDENT VIEW 

MIS2000 USER’S MANUAL    Page 15 

2.1.3 Student Search: Student List 

Student List Tab—Create a list of students to visit later or to work on in a specific order. 

Search for students by Student ID and add them to your student list by clicking the Add to List 

button. Your list of students will appear in the grid below. 

Click the check box next to Show Family Info to see family info in the student list grid below. 

NOTE: Showing family info can make your student list run very slow. 

Click the Use List button to start visiting student records. You can revisit this list or use the arrow 

buttons to toggle between students on your list.  

Queue All—Add all students to your student records queue. 

Click the Clear List button to remove all students from the list. This cannot be undone.  

To remove a student from the list, highlight the student in the grid and click the Remove Selected 

button. 

Click the Close button to exit the Student Search window. 
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2.2 School History Panel 

The School History panel holds information about student school enrollments. The School  

History panel grid connects to other data panels such as the Credit Accrual, Tests,  

Supplemental, Needs, and OSY Profile panels.  

The School Name and NE code will update to correspond as either field is changed. Use these fields to  

indicate the school that the child is attending or where the child would be attending school if the child 

was attending school. 

Project ID—This field indicates which project the family is currently residing. Note: This field is not aligned 

with the COE project ID. 

School Year—Refers to the school year of the enrollment. This field automatically updates to correspond 

with the enroll date entered.  

Alg 1 Ind— Choose Y (Yes) or N (No) in the drop-down to indicate whether or not the child has completed 

Algebra 1 or it’s equivalent.  

OSS Trans—Out of State Transcript Indicator: indicates that a state has student transcripts from a state or 

country that is not their own 

OSY Recovery— An OSY is considered to be in recovery when actively working on any of the following 

drop-down menu options: Alt Ed, GED, HEP, Re-enroll, Secondary Credit Accrual. 

Enroll Date—Reflects the date that the child enrolled in the Nebraska Migrant Education Program for the 

Regular or Summer Term. 

Withdraw date—Reflects the last date that the child was enrolled in the Nebraska Migrant Education  

Program for the Regular or Summer Term 
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Type—Reflects the type of enrollment and is entered with each new student history line. Use the drop-

down box to enter these options: 

 I  Intersession 
 R  Regular 
 S  Summer 
 
Grade—The grade the student is actually attending in school for the year. During the summer, this should 
be the grade that the student was given during the regular school year. If a student is not attending 
school. Use the correct age-appropriate grade.  
 
 P0-P5 = Age 0-5 at time of enroll date (Not enrolled in school) 
 K-12 = Grade of school enrollment 
 PS = Preschool 
 UG = Ungraded 
 00 = Out of School Youth (OSY) 
 
Cont Svcs (Continuation of Services) - Refers to students whose services are continued after their   
eligibility has ended. You may choose from the following options. 
 01   Providing services for duration of a term 
 02   Providing services for additional year 
 03   Serving secondary students through credit accrual progs (programs) 
 
Imm Avail (Immunization Records Available) - Choose Y or N to indicate whether or not the child has   
immunization records on file. 
 
MSIX Term Date—Automatically calculated to indicate when the child’s eligibility will end due to age or 
an expired QAD.  
 
Termination Type/Date—If any of the following refer to the child, select a Term Type option and add the 
date in which the Term Type occurred in the Term Date field.  
 D Deceased 
 G Graduated 
 M Moved 
 O Obtained GED  
 
Drop Out—This checkbox should be selected on the Student History line that corresponds with the time 

period in which the student dropped out of school. 

 

From City, State Country, To School District, State, QAD—These fields are viewable fields from the most 

recent COE and cannot be changed.  

Res Verification Date—This date can be updated when a child moves but is not eligible for a new QAD.  

MEP Project Type - dropdown menu options: 

    01   School-based MEP Project 
    02   Non-School-based MEP Project 
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2.3 Credit Accrual Panel 

The Credit Accrual panel holds information about student course history and accrued credits. 

The information in this panel is aligned in the grid with student data created in the  

School History Panel. 
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2.4 Tests Panel 

The Tests panel holds student assessment data. The information in this panel is aligned in 

the grid with student data created in the School History Panel. 
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2.5 Health Panel 

The Health panel holds student health and medical alert data.  

Entering Medical Alert Data 

1. Click the Medical Alert tab toward the bottom of the Health panel 

2. Select the type of Med Alert from the drop-down box. 

3. List any Conditions, Allergies, and/or Medications in the text boxes provided. 

Entering Health Data 

1. Click the Tests tab toward the bottom of the Health panel.  

2. Enter the dates and results (if necessary) for each health test or vaccination that the child received 

All Health information will auto-save 

To delete any unwanted data, simply delete the data from the box 
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2.6 Supplemental Programs Panel 

The Supplemental Programs panel holds information about any migrant funded services 

that a student has received. The information in this panel is aligned in the grid with student 

data created in the School History Panel. 
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SP Groups (Supplemental Groups) were designed to allow multiple Supplemental Pro-

gram Code entries at once if they are associated with a single activity, student program, or 

summer program. When you need an SP Group added, contact the MIS2000 Admin to cre-

ate one for you.  

The option to add pre and post assessment scores has been added to the supplemental programs panel. 

Type the name of the assessment, enter the Pre-Score, Post-Score and Test Proficiency (Proficient or Not 

Proficient). This data can be added for any service entered. Data can be saved and updated at a later date.  
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2.7 Family Panel 

The Family panel allows the entry of current family data without altering the original COE 

information. Use this section if a family has moved to a new local address, are using a new 

phone number, email address, or has established a home-base location. 

Update Current 

 - The Family button allows you to update the current guardian, address, phone number, email, and 

    home base information for every child on the most recent COE. 

 - The Student button allows you to update the current guardian, address, phone number, email, 

    and home base information for only the child whose Student Data you are currently viewing. 

 

 

Homebase City/Homebase State - Refers to the city and state where the family considers home. If the  

family is itinerant (does not have a homebase) then the homebase would be the public school district  

associated with the last known address.  
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2.8 Needs Assessment Panel 

The Needs Assessment panel is used to identify At-Risk and Priority for Service (PFS)  

students. The information in this panel is aligned in the grid with student data created in 

the School History Panel. Update this section often. 

Priority for Services is given to migratory children who (1) have made a qualifying move within the 

previous 1-year period and who (2) are failing, or most at risk of failing, to meet the challenging State 

academic standards; or have dropped out of school, (applies to USA schools only). If any of the factors 

(A1-A11) have been identified within the Failing or Most at Risk of Failing, to Meet State Standards 

and a qualifying move within the previous 1-year period are met, the child/youth is designated as PFS. 

Both sections (1) and (2) must be met in order for a migrant child/youth to be considered PFS. 
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2.9 OSY Profile Panel 

The OSY Profile panel holds information about migrant Out of School Youth (OSY). This in-

formation can be entered by a recruiter at the time of recruitment, or by data entry staff 

after the COE is Accepted.  
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CHAPTER 3:  

SNAP! REPORTS 

This chapter will teach you how to use Snap! Reports in MIS2000 
 How to manage Report Filters  

 How to run a Snap! Report  

3.1 Running a Snap! Report 
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CHAPTER 4:  

COE VIEW (Classic MIS Version) 

This chapter will show you the classic COE view on MIS2000 
 How to identify the status of a COE  

 How to complete a COE  

4.1 COE Data Top Panel 

The COE Data top panel contains COE information such as the ID number, status, and interview 

date.  

The Search COE button allows you to search for a COE within your database. You can search by using  
student or parent information as well as COE and Student ID numbers. 
 
COE Date—Refers to the date that the COE is entered into MIS2000 
 
Project ID—The designated code for each project area 
 
COE Year and COE Number are no longer used but kept as reference for older COEs.  
 
Pending—This field is to be used by MIS admin only 
 
COE ID—MIS2000-generated number unique to each COE created in the database. Use the navigator 
buttons below this field to toggle between COEs written for a family.  
 
View Log—Each time a COE is submitted or reviewed, the action is time-stamped and recorded in the COE 
Log. The creator and reviewers are then able to leave comments if needed. This log can be accessed by 
clicking the View Log button.  
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COE Status—The Status of each COE in your database is located in the COE Data top panel. Recruiters will 
see all COE Status types in their database in COE view. Data entry staff will only see COEs that are not  
Accepted in COE Draft View.  
 
 COE Status Types  
 Incomplete—The COE has been created but not yet submitted. 

 New—The COE has been submitted by the recruiter. 

 Reviewed—The COE has been reviewed by Reviewer 1.  

 Verified—The COE has been reviewed by Reviewer 2.  

 Rejected—Changes need to be made by the recruiter and the COE needs to be resubmitted. 

 Accepted—The COE has been approved bye the SEA Reviewer 

 

Submit—Clicking this button will send your completed COE to the Reviewer 1, changing the COE Status 
from Incomplete to New. If there are any fields missing, MIS2000 will not allow you to submit until the 
required fields are filled. 

NOTE: Once a COE is submitted, you are not able to make any further changes until the COE is rejected. 

 

 



 

 

CHAPTER 4: COE VIEW (CLASSIC MIS VERSION) 

MIS2000 USER’S MANUAL    Page 31 

4.1.1 COE Search: By Current Family 

By Current Family—Allows 

you to search for COEs us-

ing Student Family  

information.  

Click Do Search when you have entered your search information. COEs that match the information 

you entered will appear in the grid below.  NOTE: The most common field used in this tab is the 

COE ID (Exclusive). 

Click on the record you would like to visit and click Select COE 

4.1.2 COE Search: By Student 

By Student—Allows 

you to search for COEs 

using Student name, 

birthdate, and birth city 

information 

Click Do Search when you have entered your search information. COEs that match the information 

you entered will appear in the grid below.   

Click on the record you would like to visit and click Select COE 

Click Close to Exit the COE Search. 
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4.1.3 COE Search: Recently Approved 

Recently Approved—

Find newly approved 

COEs based by using a 

date filter.  

Search for COEs that have been approved on or after [Enter a date] 

Click Do Search when you have entered your search information. A list of COEs with an SEA approval 

signature on or after the date you entered above will appear in the grid below.  

Click on the record you would like to visit and click Select COE 

4.1.4 COE Search: Incomplete COEs 

Incomplete COEs—This 

search produces a list 

of all incomplete  and 

rejected COEs which 

are owned by their 

originator and must be 

submitted in order to 

begin the review  

process. 

Click Do Search. A list of all Incomplete of Rejected COEs in your database will appear in the grid below.  

Click on the record you would like to visit and click Select COE 

Click Close to Exit the COE Search. 
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4.2 COE Family Panel 

The Family Panel holds parent, guardian, and contact information for families 

The Parent/Guardian fields should include the names of the child(ren)’s parent/guardians, most im-
portantly the worker who will be listed on the COE and the person who is being interviewed. 

NOTE: The child should not be listed on the COE. If the worker is the child and there is nobody to 
list in this section, enter a single dash (-) in the Parent/Guardian 1 Last Name Field and First Name 
Fields ONLY. 

The Search Button will allow you to search for a Parent/Guardian name already used within your 
own database. 

Current Address, City, State, Zip, Phone Numbers, Email—These fields should be filled out accord-
ing to the information for the family at the time of the interview. The email field may be used for a 
third phone number if needed. 

Language—Choose the Language spoken by the family. Keep in mind that this field is used for those 
who will be contacting the family after the initial interview with verbal or written information.  

Legal Parent/Guardian Data—Use this comment box to add any information about the child(ren)’s 
legal parent/guardians if needed. This is not a required field. 
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4.3 COE Eligibility Panel 

The COE Eligibility panel holds information regarding the family’s most recent Qualifying Move 

& Work. This panel consists of three tabs: Items 1-3, Items 4-5, and Item 6. 

Item 1: Record the location from where 

the child(ren) on the COE moved from 

and where they moved to. The School 

District field is not required but may be 

necessary in certain instances to use to 

determine if the move is eligible.  
 

Item 2: Record worker information and 

the worker’s relationship to the  

child(ren). Enter “to join or precede”  

information if necessary 
 

Item 3: Enter Qualifying Arrival Date.  

 

Item 4: Record information  

regarding the reason for the move 

due to economic necessity. Enter 

comments where necessary. 

 

Item 5: Record information  

describing the Qualifying work 

along with Employer information. 

Enter comments where necessary. 

 

 

 

Item 6: This tab is only completed 

if Temporary work was selected in 

item 5. Select from the drop-down 

menu, how the work was  

determined to be temporary  

employment. Enter comments  

corresponding with the  

appropriate selection. 
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Last Name, Last Name2, Suffix, First Name, Middle—Enter the child’s legal name. 
 

Gen (Gender) - Choose whenter the child is Male (M) or Female (F).  
 

Birth Date—Enter the child’s day of birth. The age field will calculate accordingly. 
 

MB  - Choose whether or not the child was part of a multiple birth (twins, etc).  
 

Code—the source of documentation or proof of birth date and location 
 

Res Date (Residency Date) - The date the child moved to the city of the qualifying work.  
 

Birth City, State, and Country—Enter the City and Country the child was born in. State is only required if 
the child was born in the United States or Mexico. 
 

B.C. (Bi-National) - Mark “Y” if the child moved between the United States and Mexico within the past 
three years. 
 

Ethnicity/Race—Select the correct drop-down options that represent the child’s ethnicity/race 
 

NE Code—the 9 digit school code for the school the child is attending or would be attending if he was 
enrolled in school. This field auto-fills when the Facility Name is selected.  
 

Facility Name—The name of the facility the child is attending or would be attending if he was enrolled in 
school. This field auto-fills when the NE Code is selected.  
 

District of Residence—The school district that the child resides in.  
 

4.4 COE Child(ren) Panel 

The Child(ren) panel holds information about each child in the family as well as school  

enrollment information. This information is tied to School History panel in the Student Data side 

of MIS20000. 
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OSY—Use this checkbox to indicate if the child is an Out of School Youth. You will then be prompted to 
fill out an OSY Profile. NOTE: It is required that an OSY Profile is completed prior to submitting a COE for 
an Out of School Youth 
 
Resident Only—Use this checkbox for communication purposes with your data specialist that the child is 
not attending school.  
 
Comment—This comment box can be used for communication purposes with your data specialist 
(known grade, school info, etc) 
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4.5 COE Signature Panel 

The Signature panel is where the interviewer and the interviewee can electronically sign the 

COE. This panel includes both a Parent tab and a Staff tab.  

The Parent tab includes a place 

for the interviewee to sign the 

COE. The parent must agree to 

the FERPA statement listed 

above before signing. This field 

should always be marked “Y”.  

Sign Date - The date the interview was completed 
 

Signed by Name - Choose the name of the person you are interviewing. This person must always be listed  

either in the Family section as the Parent/Guardian, Spouse, or Child.  
 

Relationship to Children—Select whether the interviewee is the Parent/Guardian, Spouse, or Child. 
 

Click the Sign button. A signature box will appear for the interviewee to sign the COE. 

The Staff tab includes spaces for 

interviewer and COE Approval 

signatures.  
 

Interviewer Name—The first 

and last name of the interviewer 

(recruiter) 
 

Sign date - The date the inter-

view was completed. The Inter-

viewer Sign Date should match 

the Interviewee Sign Date.  

Click the Sign button. A signature box will appear for the interviewer to sign the COE. NOTE: once the COE is  

completed and signed by the interviewer, the interviewer can click the Submit button after proofing the COE  

information, a comment box will appear with a time-stamp and a place to include comments in the COE Log.  

 

Approval 1 Signature/Name/Sign Date—State MEP first COE reviewer 
 

Approval 2 Signature/Name/Sign Date—State MEP second COE reviewer 
 

SEA Reviewer Signature/Name/Sign Date—Final COE reviewer. The SEA Reviewer can Accept or Reject the COE.  
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CHAPTER 5:  

COE VIEW (MIS Tablet App) 

This chapter will show you the Electronic COE on the MIS Tablet App. 
 How to identify the status of a COE  

 How to complete a COE  

5.1 COE Tab Top Panel 

The COE Tab top panel contains COE information such as the ID number, status, and interview 

date.  

Use Navigator 
Buttons to toggle 
from one COE to  
another 

When a COE is  
complete. Click  
Submit COE For  
Review to send it to 
the first reviewer 

View Log—Each time a 
COE is submitted or  
reviewed, the action is 
time-stamped and  
recorded in the COE 
Log. The creator and 
reviewers are then able 
to leave comments if 
needed. This log can be 
accessed by clicking the 
View Log button.  

Find COE printing 
options in the Print 
drop-down menu. 

Click Save My 
Work to save 
and re-open  
later.  Cancel  
Changes will 
erase your most 
recently entered 
data.  

New COE - 
Opens a blank 
COE 

Delete COE will 
delete the COE 
you are currently 
viewing. You can 
only delete  
Incomplete and 
Rejected COEs 

Update sends a 
copy of your most 
recent database to 
the server and  
uploads the most  
recent MIS2000  
data to your data-
base. NOTE: Use 
this function daily 
to keep your data  
current! 

Choose your  
preferred Zoom 
percentage to 
change the size 
of the text on 
your screen 

COE ID—
MIS2000-
generated  
number unique 
to each COE  
created in the 
database. Type a 
COE ID in the 
COE ID quick 
search to find a 
specific COE in 
your database. 

COE Year—The year in 
which the COEs were 
written. This is  
auto-filled based on  
performance period. 

Pending—This 
field is to be 
used by MIS 

COE Date—Refers 
to the date that the 
COE is entered into 
MIS2000 

Project ID—
The  
designated 
code for each 
project area 

COE Status— This indicator will tell you where your 
COE is in the COE approval process. 
 

Incomplete—The COE has been created but not yet  
submitted. 
New—The COE has been submitted by the recruiter. 
Reviewed—The COE has been reviewed by Reviewer 1.  
Verified—The COE has been reviewed by Reviewer 2.  
Rejected—Changes need to be made by the recruiter 

and the COE needs to be resubmitted. 
Accepted—The COE has been approved bye the SEA 
Reviewer 
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Click More to access more menu items:  
 
Snap! Reports—The Snap Reports window allows you to 

choose a report from your Snap Reports list, select  

appropriate filters, and run a report from a list of pre-built 

reports in the Snap! Reports drop down menu.  

Report Builder—A tool for creating reports in MIS2000  

Snapshot Operations—Allows you to create a snapshot of 

your database that an be saved and viewed at a later date.  

Use the Find COEs menu to locate COEs. 

Enter key words such as a student name, ID, Parent/guardian name in the Search for COEs search bar 

and click the Search Button. A list of students that fit the search criteria will show up in the grid below.  

Search for COEs by COE status by using the following COEs with Status drop-down menu options:   

All, Approved, Requires Attention, In Process. A list of students that fit the search criteria will show 

up in the grid below. 
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5.2 COE Family Data Panel 

The Family Panel holds parent, guardian, and contact information for families 

The Parent/Guardian fields should include the names of the child(ren)’s parent/guardians, most im-
portantly the worker who will be listed on the COE and the person who is being interviewed. 

NOTE: The child should not be listed on the COE. If the worker is the child and there is nobody to 
list in this section, enter a single dash (-) in the Parent/Guardian 1 Last Name Field and First Name 
Fields ONLY. 

The Search Button will allow you to search for a Parent/Guardian name already used within your 
own database. 

Current Address, City, State, Zip, Phone Numbers, Email—These fields should be filled out accord-
ing to the information for the family at the time of the interview. The email field may be used for a 
third phone number if needed. 

Language—Choose the Language spoken by the family. Keep in mind that this field is used for those 
who will be contacting the family after the initial interview with verbal or written information.  

Legal Parent/Guardian Data—Use this comment box to add any information about the child(ren)’s 
legal parent/guardians if needed. This is not a required field. 
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The Child Data panel holds information about each child in the family as well as school  

enrollment information. This information is tied to School History panel in the Student Data side 

of MIS20000. 

OSY—Use this checkbox to indicate if the child is an Out of School Youth. You will then be prompted to 
fill out an OSY Profile. NOTE: It is required that an OSY Profile is completed prior to submitting a COE for 
an Out of School Youth 
 

Last Name, Last Name2, Suffix, First Name, Middle—Enter the child’s legal name. 
 

Sex - Choose whether the child is Male (M) or Female (F).  
 

Birth Date—Enter the child’s day of birth. The age field will calculate accordingly. 
 

MB  - Choose whether or not the child was part of a multiple birth (twins, etc).  
 

Code—the source of documentation or proof of birth date and location 
 

Residency Date - The date the child moved to the city of the qualifying work.  
 

Birth City, State, and Country—Enter the City and Country the child was born in. State is only required if 
the child was born in the United States or Mexico. 
 

B.C. (Bi-National) - Mark “Y” if the child moved between the United States and Mexico within the past 
three years. 
 

Ethnicity/Race—Select the correct drop-down options that represent the child’s ethnicity/race 
 

NE Code—the 9 digit school code for the school the child is attending or would be attending if he was 
enrolled in school. This field auto-fills when the Facility Name is selected.  
 

Facility Name—The name of the facility the child is attending or would be attending if he was enrolled in 
school. This field auto-fills when the NE Code is selected.  
 

District of Residence—The school district that the child resides in.  
 

5.3 COE Child Data Panel 
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5.4 COE Eligibility Panel 

The COE Eligibility panel holds information regarding the family’s most recent Qualifying 

Move & Work. This panel consists of three tabs: Items 1-3, Items 4-5, and Item 6. 

Item 1: Record the location from where the child(ren) on the COE moved from and where they moved to. 
The School District field is not required but may be necessary in certain instances to use to determine if the 
move is eligible.  
 

Item 2: Record worker information and the worker’s relationship to the  
child(ren). Enter “to join or precede”  
information if necessary 
 

 

Item 4: Record information  
regarding the reason for the move due to economic necessity. Enter comments where necessary. 
 

Item 5: Record information  
describing the Qualifying work along with Employer information. Enter comments where necessary. 
 

Item 6: This tab is only completed if Temporary work was selected in item 5. Select from the drop-down 
menu, how the work was determined to be temporary employment. Enter comments corresponding with the 
appropriate selection. 
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5.5 COE Signature Panel 

The Signature panel is where the interviewer and the interviewee can electronically sign the 

COE. This panel includes both a Parent tab and a Staff tab.  

The Parent tab includes a place 

for the interviewee to sign the 

COE. The parent must agree to 

the FERPA statement listed 

above before signing. This field 

should always be marked “Y”.  

Sign Date - The date the interview was completed 
 

Signed by Name - Choose the name of the person you are interviewing. This person must always be listed  

either in the Family section as the Parent/Guardian, Spouse, or Child.  
 

Relationship to Children—Select whether the interviewee is the Parent/Guardian, Spouse, or Child. 
 

Click the Sign button. A signature box will appear for the interviewee to sign the COE. 

The Staff tab includes spaces for  

interviewer and COE Approval  

signatures.  
 

Interviewer Name—The first and 

last name of the interviewer 

(recruiter) 
 

Sign date - The date the interview 

was completed. The Interviewer 

Sign Date should match the  

Interviewee Sign Date.  

Click the Sign button. A signature box will appear for the interviewer to sign the COE. NOTE: once the COE is  

completed and signed by the interviewer, the interviewer can click the Submit button after proofing the COE  

information, a comment box will appear with a time-stamp and a place to include comments in the COE Log.  
 

Approval 1 Signature/Name/Sign Date—State MEP first COE reviewer 

Approval 2 Signature/Name/Sign Date—State MEP second COE reviewer 

SEA Reviewer Signature/Name/Sign Date—Final COE reviewer. The SEA Reviewer can Accept or Reject the 

COE.  
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This chapter will show you the OSY Profile on the MIS Tablet App. 
 How enter OSY Profile information on on the MIS2000 Tablet app  

6.1 OSY Profile Panel 

The OSY Profile panel holds information about migrant Out of School Youth (OSY). This in-

formation can be entered by a recruiter at the time of recruitment, or by data entry staff 

after the COE is Accepted.  

CHAPTER 6:  

Student View (MIS Tablet App) 
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