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Verification of Employees Eligible for Summer Hours
instructions for accessing report and completing form

Visit https://mingle.mcpsmd.org to access the 
Lawson Business Intelligence log-in screen. 
You must use the current version of the 
Chrome browser.

Log in using your Outlook username and 
password.

Click on the App Menu (the dot-grid icon) in 
the upper left-hand corner of the page. 

On the App Menu, select the Lawson 
Business Intelligence Icon to navigate to your 
reports dashboard.  

Click the drop-down arrow next to General 
Reports to view a list of reports.

Select the report Verification of Employees 
Eligible for Summer Hours.

. 
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Clicking on the report link will bring up 
the Employees Eligible for Summer Hours 
form, previously sent to schools in paper 
form.                           
Review the form to confirm the data 
shown matches that of your location.

Click on the Export this Report icon to 
bring up exporting options. 

Note: You must export this form to Excel 
to make changes before submitting the 
form. 

Choose the file format to export. Click the 
drop-down arrow and select Microsoft 
Excel (97-2003) as the file format. Click 
Export.

You will see the file appear at the bot-
tom of the window when it has finished 
downloading. Click on the file.

Save the Excel workbook where you can 
find it. Save the workbook with the file-
name schoolnumber_schoolname_FY21_
SEVerification.xslx

Note: saving your file this way will help 
us to locate it more quickly in the ERSC 
mailbox, to process your request in a 
timely manner.
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In the column titled, Continuing in the 
New School Year (Y/N), enter a ‘Y’ for 
those who will remain in the position for 
the new school year, and an ‘N’ for those 
that will not. Do this for every employee 
on the list. 

Note: if there are no changes to your cur-
rent list, skip the next step.

If the answer is “No” for this column:
Complete the Replacement Teacher ID 
and Replacement Teacher Name col-
umns. If replacement information is un-
known, enter “TBA” in these columns. 

If there are new positions at your location 
and/or employees who are not listed, add 
them at the bottom of your list. Highlight 
these individuals in red, to indicate that 
they are new. 

Save the Excel workbook, and email it to 
ERSC.

Questions? Call ERSC at 301-517-8100 
or Email. 


