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Access Template 
 There are two places to access the template:  
 #1-Educator Preparation Data Resources Webpage 

 http://dese.mo.gov/educator-quality/educator-
preparation/educator-preparation-data-resources  

 Scroll Down “Data Collections: 
 Click On “Excel” in the Annual Performance Report 

Row 
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http://dese.mo.gov/educator-quality/educator-preparation/educator-preparation-data-resources
http://dese.mo.gov/educator-quality/educator-preparation/educator-preparation-data-resources


Access Template 
 #2- File Layouts 2015-2016 Webpage  

 www.dese.mo.gov  
 Data Tab 
 “MOSIS” 
 Under Quick Links: “Layout, Rules and Excel 

Templates” 
 Find Post- Secondary Layouts at the bottom 

 Click: “EXCEL” under the 2015 Ed Prep Annual 
Performance Report Row 
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http://www.dese.mo.gov/


Template 
 Things to remember when entering completers:  

 If your student is completing in more than one area, you 
must enter them twice.  

 Use the same Subject Area Codes for the Missouri Content 
Area Assessment Completers 

 Must save your template as a txt or csv file.  
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Logging Into MOSIS   
 www.dese.mo.gov 
 Log into Web Application 
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http://www.dese.mo.gov/


Logging Into MOSIS   
 Click on MOSIS Data Collection System 
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User’s Agreement 
 Click: “I Agree to the Above User’s Agreement” 
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Upload 
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 Set Year: 2015 
 Click: 2015 Educator Prep “Run Trial” 

 

 



Browse  
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 Locate your excel file that contains your “2015 
completers.” 

 

 



 Import 
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 Click: “Import” 

 
 



Check for Errors/Warnings 
11 

 Click: “Errors” 
 If there are only a couple of individual errors, fix by 

clicking: “edit” 
 If there are multiple errors, fix in the original file 

and re-upload.  

 

 



Re-Upload File 
12 

 Browse for your file 
 Click: “replace existing records in Latest Trial” 

 

 



Import File 
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 Click “Import File”  



Certify! 
14 

 Click “Certify”  



Finished!  
15 



Resources 
 http://dese.mo.gov/educator-quality/educator-

preparation/educator-preparation-data-
resources  
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http://dese.mo.gov/educator-quality/educator-preparation/educator-preparation-data-resources
http://dese.mo.gov/educator-quality/educator-preparation/educator-preparation-data-resources
http://dese.mo.gov/educator-quality/educator-preparation/educator-preparation-data-resources


Gale “Hap” Hairston – Gale.Hairston@dese.mo.gov 
Christy Leighty – Christy.Leighty@dese.mo.gov 

Christina Hudson – Christina.Hudson@dese.mo.gov  
Helen Otekunrin – Helen.Otekunrin@dese.mo.gov 

 

Contact Us – 573-751-1668 17 
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