
























Sample Preliminary Audit Report and Full Data Report Key 
 

• P. 3 
o A – Date of last file export.  Check to make sure it is the correct date 
o B – File Summary.  Includes: 

 School Year 
 District name and number 
 Version of SIS 
 Number of staff 
 Number of courses 
 Number of content areas 

o C – School summary box.  Includes: 
 List of all schools 
 School code and grade range 
 Number of courses for that school 
 Number of staffmembers for that school 
 Number of certification (course related) issues 
 Number of MUNIS (job class related) issues 

• P. 4 
o A – Sample of “No courses for Staffmember” error.  MUST be corrected.  

 Option 1 – make sure they have courses assigned in the SIS  
 Option 2 – add them as an additional teacher to courses where they collaborate 
 Option 3 – change employee type if they are not a teacher 
 Option 4 – remove them from the SIS if they are no longer employed 

o B – Sample of SSN not found in EPSB database.  Two digits in SSN are transposed – correct at 
the school level 

o C – Sample of SSN not found in EPSB database.  “Dummy” SSN has been entered (consecutive 
numbers).  Correct at school level 

o D – Certification Issue.  Look at detail page for error 
• P. 5&6 

o MUNIS and Course error (p.5) 
 MUNIS will always say “Insufficient Certification” for error 
 Look at comments column for reason for course related error.  Only courses with errors will 

show 
o MUNIS box will be blank if there is no MUNIS related error once MUNIS has loaded (p.6) 

• P. 9 (Full Data report staff list review) 
o A – Sample of EPSB name not matching SIS name; same person, different last name 
o B – Sample of EPSB name not matching SIS name; two different people – SSN needs to be 

updated in SIS 
o C and D – Samples of people in LEAD report via MUNIS only; SIS name, teacher # and Employee 

type are missing 
• P. 10 

o Individual with no courses in SIS – only schedule and MUNIS listing appear 
o Individual with all courses and MUNIS cleared.  Also shows sample of additional teacher listing 

• P. 11/12 
o Full course and MUNIS listing for teacher with some course errors.  Same person as on P. 7 


