Maine

A Guide for Superintendents

How to assign a Superintendent Designee

1.) Log in to the Maine Educator Information System with your credentials.
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# Home [ Links And Docs [EESI-ORI

Welcome to the Maine MCIS sign in page.

Username: Samuel Superintendent

Password: ssesesses

Sign In

&, Are you a new user? Click here to create an account.
=% Usemname problems? Click here to recover your usemame

F
<, Password problems? Click here to recover your password

‘o

2.) Select the “DSTSUP - District Superintendent” role.

* A Welcome Samuel Superintendent - Sign Out
2 Maine

Department of

Education

[ANGEEEN & Your Account £ Links And Docs ) Sign Out

5| Maine Certification Education System - TEST

J DSTSUP - District Superintendent: Lewiston Public Schools (01250) |¢
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3.) Select “Set Up District Superintendent Designee”.

o Welcome Erin Reinhard (District Superintendent)

Welcome to MEIS!!! Renewal Season is now becoming a year round event
If you are a new superintendent and would like some assistance walking through As you know, expiration dates are based on the date of issuance rather
this, please just let me know. Likewise, if you have switched districts and need the than 2/1 for Ed Techs and 7/1 for teachers. This rule that was passed a few
data fo reflect that please just send an email and we can get that taken care of for years ago is just now starting to impact us. Best practices for managing
you. cert doe@maine gov. this:
Please keep in mind that we strictly adhere to confidentiality law and there are
items in this system that are only allowed for superintendents to see. Please + Ensure your support chair is working to verify renewal requirements and is alse
refrain from allowing anyone to access the system under your superintendent role. ensuring verified educators are itting their renewal applications online. If
Please also ensure that your LCC is set up to be able to recommend Ed Techs for they are doing this once a month, no one should be missed
renewal. The LCC does not have to have a comprehensive plan for Ed Techs, but « Monitor renewal lists in District / Educators Up for Renewal Menu
is supposed to verify the 45 contact hours for renewal and recommend them. 3 e ) )
« Monitor Approvals in District / Fingerprint {(CHRC) R Is Menu
Maine Certification Website @  View 16 Fingerprint (CHRC) Renewal(s)
Click here to visit the Maine Certification home page. Click here to see the educators that have a Fingerprint (CHRC) Approvals expiring

(or recently expired)

a Educators Reported in NEO i i .
Click here to see your educators reported in NEOQ for your district. Updates in NEO Certification Report (2 Educators In Violation)
appear overnight in the MCIS system Click here to see you Certification Violation report. Educators are populated from
NEO on a nightly basis.

™ Set Up District Chairperson(s) o
Click here to review and update your district chairperson assignments. Q  Set Up District Human Resources
Click here to assign district Human Resource roles.

™ Set Up District Superintendent Designee
@ Click here to assign district Superintendent Designee roles

4.) This will bring up a screen that shows you your District Superintendent Designees and
allows you to assign a new Superintendent Designee. To assign a new Superintendent
Designee select “ Assign Superintendent Designee Staff”.

District Superintendent Designee Assignments

Please Note: District: RSU 02 ~ Search
We're happy to provide Superintendents with the ability to designate up to two staff members as a “Superintendent Designee.” This role allows designated staff to view covered investigation
flags pursuant to the new statutory language in 20-A M.R.S. § 13025(4)(D). Simply select the staff members you would like to designate below. You can update your designees at any time if your
designated staff members change.

We also want to make this process as easy as possible! A step-by-step walkthrough showing how to assign or update your Superi dent Desi will be under Forms and Resources

on the Maine Department of Education's Certification webpage. WWe encourage you to use this resource if you need assistance navigating the designation process.

A
ct Superintendent Designee Assignments Assign Superintendent Designee Staff l

Staff ID First Name Last Name District Login Account Create Info Update Info

No Results To Display

5.) Select “Find Educator”.

Add Superintendent Designee Assignment

District: |RSU 02 w *

Educator: ot vet Assigned J§ Find Educator @ :

Cancel Submit
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6.) Enter the Educator ID, NEO Staff ID or SSN for the desired District Superintendent
Designee. Select Search.

Please Enter the Educator Search Field(s) and Click Search

Educator ID:

NEO Staff ID:
SSN:

7.) The name of the individual should appear. Select “OK”.

Please Enter the Educator Search Field(s) and Click Search

Educator ID: 317232
NEO Staff ID:
SSN: Search

ERIN REINHARD

8.) At this point you will be brought back to the “District Superintendent Designee
Assignments” screen and should see a “Record saved successfully” message at the top

of page.

Record saved successiully.

District Superintendent Designee Assignments

Please Note: District: RSU 02 ~ Search
We're happy to provide Superintendents with the ability to designate up to two staff bers as a “Superi i " This role allows designated staff to view covered investigation
flags pursuant to the new statutory language in 20-AM.R.S._ § 13025(4)(D). Simply select the staff memhers you would like 10 designate below. You can update your designees at any time if your
designated staff members change.
We also want to make this process as easy as possiblel A step-by-step walkthrough showing how to assign or update your St.penmendenl Demgnees will be available under Forms and Resources
on the Maine Department of Education’s Certification webpage. We encourage you to use this resource if you need gating the d lion process.

District Superintendent Designee Assignments Assign Superintendent Designee Staffl

Staff ID First Name Last Name District Login Account Create Info ‘Update Info
View | Edit Erin Reinhard RSU 02 erin_reinhard erin_reinhard - Sep 23 2026 9:00AM erin.reinhard - Sep 23 2026 9:00AM Delete
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