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How can I ask a question?

We want to ensure that all attendees connected to the call can easily hear 

the training and that all questions are answered. 

NJ SMART Webinar Etiquette
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Staff Submission Agenda
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Introduction • Find resources to help you get started

• Learn important Dates and Deadlines

Staff Submission Concepts • Understand the importance of collecting staff 

level data

Using Staff Submission Data

• Review Staff Submission FAQs

• Learn how the Staff Submission works with the 

SMID Snapshot records page
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1-800-254-0295

njsmart@pcgus.com
NJ SMART Resources 

& Trainings

NJ SMART Helpdesk Resources & Trainings

Available Resources

https://www.njsmart.org/njr/default.aspx
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Contacting the Help Desk – Secure Emails

Please call or email the Help Desk to request a Secure Email if your email to 

the Help Desk contains:

➢A file attachment

➢Personal Identifiable Information like a Staff member’s name, SMID 

Number, and/or DOB

Our email encryption process has been updated:

1. Open the HTML attachment from Public Consulting 

Group

2.    Log in via a onetime passcode

3.    Reply to the secure email with your inquiry
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Summary

• The Staff Submission in NJ SMART replaces other state collections capturing job 

types, credentials, and experience levels.

• LEAs must submit a Staff Submission record for every active staff member in SMID 

Management.

• The collection will mirror elements that are already being collected and 

maintained by schools, districts, and the NJDOE.

• Staff Submission is only collected once per year based on the Fall SMID Snapshot 

data.

US DOE has placed increasingly intensive requirements on collecting staff 

level data. Federal reports are under greater scrutiny than ever before.
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NJ SMART Fall Submission Timeline
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How the SMID Snapshot works

Step 1:

We take a picture of how your records 

appear in SMID Management at the 

Snapshot deadline (10/15).

Step 3: 

These Snapshot Records 

are used for the official 

reporting of other data 

submissions.

Staff Submission

Pages in the portal.

Step 2:

This data is placed in your



Questions?

Any questions on what we have reviewed 
thus far?
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It is mandatory for all districts to download the Staff Submission Data 

Handbook for review of definitions, additional notes, and common errors. 

Data Elements Overview
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Staff Submission Out-of-Sync

How do I remove staff members from Out-of-Sync?

• Out-of-Sync indicates that the staff member is active in SMID Management but has 

not yet been submitted to the Staff Submission.

• Upload the staff member’s record to the Staff Submission.
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SMID Snapshot Records

A staff member’s Last Name was captured inaccurately on the Snapshot. 

Can I change that?

• Practice Staff Submissions: compare 

against current SMID Management data in 

the All Staff Records page.

• Official Staff Submissions: compare 

against your Fall SMID Snapshot, NOT

your current SMID Management data.

• To view the Fall Snapshot, please refer to 

the SMID Snapshot Records page in SMID 

Management the day after the Snapshot is 

taken. This page will provide a summary of 

all staff SMID Management data as it 

appeared on October 15th at 5PM.
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• These elements will cross validate with your SMID Snapshot Records page. When in 

error, check all five fields against your SMID Snapshot Records page to make sure they 

match.

• The Record has to be free of Error, Unresolved, and Sync status when validating.

Why am I receiving a combination error?

• Local Staff Identifier (LSID)

• Staff Member Identifier (SMID)

• First Name 

• Last Name

• Date of Birth

• These elements should already be 

established for the staff member in 

SMID Management

Identifying Elements
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Cross Validation

When submitting staff members to Staff Submission, values for the 

following data elements must match exactly as they were submitted to 

SMID Management or an error will occur:  Local Staff ID, Staff Member 

ID, First Name, Last Name, and Date of Birth.

SMID

LSID

Date of Birth

First Name

Last Name

SMID Management

11111111

123

19720302

Mark

Smith

Staff Submission

11111111

123

19750302

Mark

Smith
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Submit Data Accurately

What should I do in an event where a Last Name is submitted incorrectly in 

my SMID Snapshot? Should I submit the incorrect Last Name to Staff 

Submission?
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Contracted Personnel
Do we need to submit the same data for contracted personnel that we 

submit for payroll employees?

• For the most part, collected fields are the 

same

• Fields that are not required for contracted 

services include:

• Salary

• Highest Education

• Years of Prior Experience

• Mandatory fields are outlined in the Staff 

Submission Data Handbook
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Years of Prior Experience 

How do I calculate Years of Prior Experience?

• This is determined at the local level.

• Take into consideration the quantity of 

accumulated credits/hours that are considered 

equivalent to a year of experience.

• As of the October 15, 2014 Staff Submission, 

nonpublic school experience may be included in 

this field for APSSD submitters only. 

• All others should report public 

experience only.

Helpful tips
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Repeating Data Elements

How do I identify staff members that work in multiple assignments 

and/or locations?

• If a staff member fulfills another role or has assignments in multiple locations, 

additional data must be provided for that role or location.

• To accommodate the reporting of the multiple roles, the following elements are 

repeated 6 times in the file submitted to NJ SMART, followed by number 1 through 6:

• CountyCodeAssigned

• DistrictCodeAssigned

• SchoolCodeAssigned

• FullTimeEquivalency

• JobCode

• JobCodeSubcategory

• AgeGroupTaught

• CredentialType

• TeacherPrep
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Job Code
What Job Code should I use?

• Values can be found in the Job Codes and Job Codes Subcategory List on 

the Help & Support tab.

• Please use your best judgment when assigning the code to each staff 

member.  This list is compiled by the DOE.
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Age Group Taught
Is the Age Group Taught element applicable only to teachers?

• No, this element applies to all staff members serving special education students, 

including instructional and non-instructional paraprofessionals.
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Remove A Staff Member
How do I remove a staff member from the Staff Submission?
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Certify/Certify with Errors

Certify Certify with Errors

Enabled for districts that have uploaded 

and corrected all errors in the NJ SMART 

Portal.

Only enabled for districts that have 

uploaded a full file and the only remaining 

errors are Combination Errors. All errors 

related to data elements other than the 5 

identifying elements must be resolved.

Certify and Certify with Errors will not be enabled even if there are records in the Out-

of-Sync records page. 

Out-of-Sync records are Active staff members in your SMID Management that were not 

yet uploaded to the Staff Submission. 

Certify and Certify with Errors is only enabled during the Official Submission Period. You 

do not need to wait until the deadline date to Certify your data.
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Certify/Certify with Errors (cont.)

Step 1

Step 2 **Only enabled during the Official 

Submission



Questions?

Any remaining questions before we 
adjourn the meeting?
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1-800-254-0295

njsmart@pcgus.com
NJ SMART Resources 

& Trainings

NJ SMART Helpdesk Resources & Trainings

Available Resources

https://www.njsmart.org/njr/default.aspx
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