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Introduction

Katie Green has been with the Georgia
Department of Education for over nine years,
currently working with the Data Collections
Department. Katie is responsible for the
Certified/Classified Personnel Information
collection (CPl). She is also the PCGenesis
expert for Data Collections. Katie has 16 years of
service in the corporate sector in accounting and
six years as a Business Analyst. She is a native
of Atlanta, Georgia, and attended Atlanta Public
Schools. Katie holds an Associate’s Degree in
Business Administration and a Bachelor of
Science in Technical Management. -~
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Objectives / Learning Targets

e What Certified/Classified Information is collected and who should be
reported in the CPI data collection

e The learner will understand the linkage between PCGenesis and the CPI data
collections.

e The learner will be able to investigate an error or warning.
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Objectives / Learning Targets

What Certified/Classified Information is collected and
who should be reported in the CPI data collection

Gibor
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What is CPI?

CPl is a collection of data of all certified and classified personnel
based on their role within your district.

Certified and Classified Personnel Information
(Board Rule 160-5-2-.50)
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When are the CPI Cycles?

A, B, C Records
CPI-1 A & D Records

October 04-25, 2022

Data used for T&E funding, CPI-3 LEAVE
HB280 incentives, and July 11- 25, 2023
reports ’

Cumulative leave for year

Data used for analysis and
CPI-2 reports

March 02-23, 2023

Data used for analysis and
reports
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‘A01’ Record — Basic

Demographics

FISCAL YEAR

REPORT PERIOD
SYSTEM CODE
EMPLOYEE CODE
RECORD TYPE

GENDER

BIRTH DATE

EMPLOYEE TYPE
ETHNIC HISPANIC

RACE INDIAN

RACE ASIAN

RACE BLACK

RACE PACIFIC

RACE WHITE
EMPLOYEE LAST NAME
EMPLOYEE FIRST NAME
EPLOYEE MIDDLE NAME
EMPLOYEE E-MAIL

What is Reported in
the A Record?

——

[ Demographics }

e
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A01’ Record Basic Demographics

Add Enmployee Record
Personnel Qemagraphic nformation- A Record (Clek here forrcorsrequied forEmplyee Tyoe) Back b Emplyes List Bk o Main Meny
EnpCode: Enloyee Toe «Reqular Emplojee v! Race Amerean ndan N - Not Race Amércan Indin v|
Employee Last Name Enloyee Srh Dae (mmvodlyy) ’ Race s m
i e K e M-t Ree B v
Engloyee Made Neme Race Paofe N« NotRace Paeife v

Engeee Xl Edvic Hspanie N« NokEthic Hipani v Race e NNl Race Vihde v

)
Q
m
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‘B01’ Record — Contract and Certification

Information

FISCAL YEAR

REPORT PERIOD

SYSTEM CODE

EMPLOYEE CODE

RECORD TYPE

CERTIFIED EMPLOYMENT BASIS

CLASSIFIED EMPLOYMENT BASIS

PAYROLL YEARS OF EXPERIENCE FOR CERTIFIED
EMPLOYEE

CERTIFICATE LEVEL

STATE PAY STEP

ANNUAL CONTRACT SALARY FOR CERTIFIED
EMPLOYEE

TOTAL ANNUAL SALARY FOR CLASSIFIED
EMPLOYEE

CONTRACT DAYS FOR CERTIFIED EMPLOYEE
ANNUAL WORK DAYS FOR CLASSIFIED EMPLOYEE
TERMINATION CODE

TERMINATION DATE

STATE HEALTH PLAN

What is reported
in the B record?

4 N

Contract and
Certification
- Data

N /
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B01 Record
Contract and Certification Information

Personnel Demographic Information- B Record (Termination Cods (s reguired to add B record for reguiar and SE327 employss)

CERTIFIED CLASSIFIED
Termination Code |0- Active Employes V| Employment Basis
Termination Date (mm/ddiyyyy) Contract Days
Stop Here For Terminated Employee! Contract Selary
Certified Years Experisnce

State Heslth Plan State Pay Steo

: Full Time Equivalent Salary (Emp .

CPI DERIVED FIELDS (for DOB useonly) oo Payrol Cerificate Level | v

Gbos
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What is Reported in
the C Record?

FISCAL YEAR

REPORT PERIOD
SYSTEM CODE

EMPLOYEE CODE

RECORD TYPE

ASSIGNMENT SCHOOL CODE
ASSIGNMENT PERCENTAGE OF TIME
ASSIGNMENT TYPE CODE
ASSIGNMENT CERTIFICATE TYPE _
ASSIGNMENT JOB CODE | Job Assignments
ASSIGNMENT SUBJECT MATTER CODE
ASSIGNMENT FIELD CODE
ASSIGNMENT FUND CODE

ASSIGNMENT CONSOLIDATED FUND
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C01 Records- Job Assignments

Assignment Information- C Reord  (on-Terminted eule, S8327 and Thid Pary mployes e require t hve C-Recoes)

WoiD  PereOTne  Asgmedpe  WiedSs (e bb(ok Wl (emheg ok
e i [y oy [T "R " 0
m | | [ewd M [T ] ] ] ]

|

- >
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What is Reported in
‘D01’ Record(s) — Leave Assignments th e D Re co rd ?

FISCAL YEAR
REPORT PERIOD
SYSTEM CODE
EMPLOYEE CODE
RECORD TYPE

PRIMARY ASSIGNMENT JOB CODE
SICK LEAVE

STAFF DEVELOPMENT Leave Ta ken
VACATION

OTHER LEAVE
COoVID
PARENTAL LEAVE

Gbos
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D01 Record- Leave Information

L.
Leave Information- D Record

Job Code

Sick Leave

Staff Development

COVID

Parental

Other
Leave
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Who is Reported in CPI?

« Regular Employees - are employees who have a direct contract with
the district. This includes retired teachers who return to the work force.

 Long Term Substitute — is a person who is to temporarily serve in a
permanent vacant position. For example, a Long -Term Substitute is
hired to fill a second grade teacher vacancy.

* Third Party Contractors — are individuals who are contracted with an
outside agency and not hired directly by the district.
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Who is Reported in CPI?

Normally provided on

the extract file from your May peeg to add
payroll system CPI online in CPI
I PAYROLL ACCOUNTS
. PAYABLE
| J
REGULAR LONG-TERM
! ” BSTITUTE
DIRECT SUBSTITUTES 3RD PARTY
CONTRACT / f CONTRACT
EMPLOYEES EMPLOYEES
J

J
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Objectives / Learning Targets

PCGenesis and the CPI Data Collections.

-

Gabor
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PCGenesis and the CPI Data Collections

e CPI Checklist for Cycles One and Two (gadoe.org)

Offices & Divisions~-  Programs & Initiatives-  Data & Reporting~  Learning & Curriculum~  State Board & Policy-  Finance & Operations-  Contact-

h = Technology Services = Enterprise Systems and Applications = PCGenesis = Certified/Classified Personnel Information (CPI) System Operations Guide

PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

Financial Accounting and Reporting
System Operations Guide

Payroll System Operations Guide

Personnel System Operations Guide = Checklists

Certified/Classified Personnel Information = PCGenesis Certified/Classified Personnel Information (CPI)
(CP1) System Operations Guide Checklist for Cycles One and Two

Budget Systern Operations Guide

» PCGenesis Certified/Classified Personnel Information (CPI)
LUAS Manual Checklist for Cycle Three

Technical System Operations Guide = System Operﬂtions Guide

ficicace imuTeton = Section A: Displaying/Updating Individual Employee Information

= Section B: Displaying/Updating Personnel Information

~ e L L e

Gbos
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PCGenesis and the CPI Data Collections

PCGenesis Certified/Classified Personnel Information (CPI) Cycles One
crreed Two Checklist

“ontact the Technology Management Customer Support Center for assistance as needed.

Step Action

1 Perform a PCGenesis Data Backup.

. Venfy the CPf Salary Schedule for the current CPI cvele exasts. (F4, F5)
CPI Svstem Operations Guide. Section D: CPI Salary Schedule Processing

3 Enter, update, and upload the CPf Salary Schedule for the current yvear. where

appropriate. (F4, F5)
CPI Svsitem Operations Guide, Section D: CPI Salary Schedule Processing

4 Make sure the correct termination dates exist on employees” payroll and personnel
records. Do NOT change the fnclude on CPI 7 flag to N (No) if it is presently Y (Yes).

Pavroll Svstem Operations Guide., Section B: Payroll Update Processing., Topic 3
Ulpdate/Display Personnel Information

s If the employees” vears should not be incremented: Make sure the Advance/Tnhibit
flag for the employees’ biographical record is correctly set. (F4. F1)

CPI System Operations Guide, Section A: Displaying/Updating Individual Employee

Information

6 Print the Certified Emplovees with Advance/Tnhibit Flag of A & E Report. (F4, F7, F9)
CPI System Operations Guide, Section E: CPI Report Processing

7T Enter or verify the GaDOE termination date on the CP[f Process Control fnguiry screen.

(F4, F31. F9)
CPI Svstem Operations Guide, Section I: Special Functions

8 Screen-print the CPf Process Control Inguiry screen. (F4, F31, F9)
CPI System Operations Guide, Section I: Special Functions
2 Perform the CPF Rollover. (F4, F31, F12)
Pl Syst rations ide, Section I: Special Functions
10 Screen-print the CPf Process Control Inguiry screen. (F4, F31, F9)
CPI Svstem Operations Guide, Section I: Special Functions
11 OPTIONAL: Update emplovees’ certificate information using the Professional

Standard Commission’s (PSC’s) downloaded file. (F4, F13, F5)

CPI Svstem Operations Guide, Section G Certificate File Maintenance
12 Print the Employvees ™ Expired Certificate Report. (F4, F7, F3)

CPI Svstem OQperations Guide, Secrion E: CFPI Report Processing

Gbos
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PCGenesis and the CPI Data Collections

‘ontact the Technology Management Customer Support Center for assistance as needed.

J Step Action

13 View and modify Certified employees’ certificate information as needed. (F4, F1)
CPI System Operations Guide, Section A: Displaying/Updating Individual Employee
Information

14 Print, edit, and complete the CPI Worksheet for each employee’s personnel record. (F4.
F7.F5)
CPI System Operations Guide, Section E: CPl Report Processing

15 Print the Multiple Record Proaofing Report. (F4, F7, FT)
CPf Svstem Operations Guide, Section £: CP Report Processing

16 Print the Emplovees with Questionable CPI Include Status Reporr. (F4. F7, F8)
CPI Svstem Operations Guide, Section E: CPI Report Processing

17 OPTIOMNAL: Pnint the Certified Employvee Biographical/ Certificare fmformation

Report. (F4, FT,F1)

CP! Svstem Operations Guide, Section £: CP{ Report Processing

18 OPTIONAL: Print the Non-Certified Employvee Biographical/Certificate Information
Report. (F4, F7, F2)

CPI System Operations Guide, Section E: CPFf Report Processing

19 OPTIONAL: Prnint the Summary Proofing Repore. (F4. F7. F10)
CP Svstem Operations Guide, Section E: CPf Report Processing
20 Print the Cerrfified/Classified Emplovee Error List. (F4, F7, F6)
CPI System Operations Guide, Section E: CPI Report Processing
21 Complete the CPJ Detail In-Progress Report (F4, F9, F3) and the CPf Dara

Transmission file procedure. (F4, F9. F1)
CPI Svstem Operations Guide, Section F: CPI In-Progress Report and Transmission
File Processing

22 Transmit the CPI data file to the GaDOE.

LN
Refer to the applicable MyGaDOE Web portal instructions. ~ '%
(70 OE
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PCGenesis and the CPI Data Collections

Business Applications

FKey Master HMenu

1_| -- Financial Accounting & Reporting System

2_| -- Payroll System

3 | -- Personnel System

4 _| - - Certified/Classified Personnel Information System

LB == Budget System Contact the Technology Management Customer Support Center for assistance as needed.
J Step Action
30 | -- System Utilities
1 Perform a PCGenesis Data Backup.

12 | -- Backup/Restore PCGenesis Data

Backup/Restore PCGenesis Data

Select Type: i+ Backup PCGenesis Data
" BRestore PCGenesis DB
7 FRestore PCGenesis Schema

#% To restore PCGenesis DB or Schema, the user must right-click the e

*#2 PCGclyr icon and select "Run as Administrator® to have the €3¢
*% correct security access for the RESTORE functions. This is * %
=% absolutely necessary when running PCGenesis from a remote i
*% desktop session. * 3

Gaboe
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PCGenesis and the CPI Data Collections

Business Applications MASTER

Master Henu

FKey
1 | -- Financial Accounting & Reporting System
2 | -- Payroll System
3 | -- Personnel System
4 | -- Cerified/Classified Personnel Information System
5 | -- Budget System

30

:

System Utilities

Ga .\OE
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PCGenesis and the CPI Data Collections

Certified/Classified Personnel Information System CPIMENU

FKey Master Henu

-- DisplayfUpdate Individual Employee Information

-- Display/Update Third Party Contractors
-- Display/Update Personnel Data
-- CPI Salary Schedule

-- CPl Reporting Menu

Create CPl Report & Transmission File
-- CPI Assignment File Maintenance

- - Certificate File Maintenance Menu
-~ CPI Description Code Menu

=y
1
]

CPI Special Functions Menu

bl e Bl b kbE

File Reorganization

msr| Y| | | | [ | | L 0 [ [ | [ | | 224 v

Gaboe
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PCGenesis and the CPI Data Collections

[El PCG Dist=6791 Rel=22.03.00 09/13/2022 DOE 002 K2WSYSTEM  KEANSECOMND LTELUE — O =
CPICHS B8
CPI SALARY SCHEDULE
Salary Schedule: 20823 (CCYY)
Put in the current year 2023 the click F13 to create
: : ~ Enter Salary Schedule or Press F16 to Exit. ) ) : i
:url;w s E10 E'Té 16.82_488a

F"I-E*

2 Verify the CPI Salary Schedule for the current CPI cycle exists. (F4, F5)
CPI System Operations Guide, Section D: CFI Salary Schedule Processing

Gbos
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PCGenesis and the CPI Data Collections

IE]l PCGDist=6791 Rel=12.01.00 09/12/2018 KCG 002 W CADEVEYS COASECOND LTELLIE = = =]
Enter the upload file Path and Hame {(e.g. C:-ZTEMPASALSCHED.CSU }
C-A\TEMP%SALSCHED .CSU
PF18=Browse for file
ENTER=Ualidate, F16=Exit
NTEV FBﬁ Fi0 CREn 16 .82 _88 ).
= L
« = :
3 Enter, update. and upload the CP[I Salary Schedule for the current vear. where

appropriate. (F4, F5)
CPI System Operations Guide, Section D: CPI Salary Schedule Processing

Gbos
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PCGenesis and the CPI Data Collections

Select the Salary Schedule CEV file |_E.‘3_|
G\\_‘J | Low Computer » MindowsT_O50C:0 » Temp » - | g | | Fearch Temp e |
Mew folder == « [0 @

Crganize

W0 Fawvorites
% | iCloud Photos
& windowsT_03 (C)
R Onelrive
B Desktop
:‘;_.:. Recent Places

= Libraries

a Libraries
[ Documents
J'I‘ Music
|E=| Pictures

E Wideos

M Computer
£l WindowsT 05 (G

- larmmusn Rarmuiaes T

File narme:

-~

i

SALSCHED.CSY

Marme

L UPDT

Bl 20165alarySchedule.csv

ﬂ | 2017 5alarySchedule.cav

Illj 2019%alarySchedule.csw

B5 Classified_SHBP.csv

" enrollment-confirmFY17.pdf
" F¥2017 Salary Schedule pdf
(. GROSSEXP.CSW

| IMNETLPCG

[E] RELinstl.bat

:_'} Zalched.csw

| WAn2008R2_5QL2012_Canfig.ini

Date modified

11/22/2016 11:39 ..,
62372015 2:20 P
10472016 125 P
91272008 3:30 PR
124472015 1:31 Pk
11732016 1:47 PhA
104742016 1:24 PR
124122016 2128 Ak
117212016 2:50 Pha
1171720168 9:55 Ak
91442017 124:37 PhA
34542018 12:30 PR

Type

File falder
Microsoft Excel ..,
Mlicrosoft Excel .,
hdicrosoft Excel C...
kicrosoft Excal C..
Adobe Scrobat D,
Adobe Acrobat .,
Microsoft Excel C...
File

Windowrs Batch File

ficrosoft Excel C...

Configuration sett..,

Size

2EB
2 KB
2 EB
Gd KB
17 KE
10 KE
279 KE
135 KE
3 KB
2EB
1EE

Dpen

IV] I LCancel

3 Enter, update. and upload the CPI Salary Schedule for the current vear, where
appropriate. (F4, F5)
CPI System Operations Guide, Section D: CPI Salary Schedule Processing

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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PCGenesis and the CPI Data Collections

E PCG Dist=6791 Rel=13.01.00 09/12/2018 KCG 002 S CNDEWEYE  CANSECOMD LTELUE

Enter the upload file Path and Hame {(e.g. C-ATEHMPYSALSCHED._.CSU )
C-ATEMPYZ28125ALARYSCHEDULE . C5U

#xx JTHMPORT FILE SUCCESSFULLY LOADED xxx

3 Enter. update. and upload the CPI Salary Schedule for the current yvear, where
appropriate. (F4, F5)
CPI System Operations Guide, Section D: CPI Salary Schedule Processing

Gbos
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PCGenesis and the CPI Data Collections

PCG Dist=6791 Rel=22.03.00 09/13/2022 DOE 002 KEAWSYSTEM  KASECOMD LTELUE — |:| >
CPICHMS 88

CPI SALARY SCHEDULE

STATE Salary Schedule: 2823 (CCYY)
STATE SALARY SCHEDULE

Exp Step T-1 1] = BT—4 T4 BT-5 T-5% BT—6 T-6 BT-7F 1 fery

{8 b e E 35217 SBISh4 37217 39892 413 88 L4427 86 L6758 4193603 52183 S4176
3 1 IB18L4 392140 3F217 L4ai11s 2397 L5 3IR2 LB 087 58632 53598 55651
L 2 39188 _LB173 3F217 41168 L3519 L6593 LOZ97F 52881 55856 57171
= 3 482 a5 HAZ228 3F217 32253 BOGFS LFE84H1 58626 534811 56558 58736
i} L 1261 42315 37217 43743 L5262 L9555 52551 55347 SE620 _GO885
7 5 LI23IH9 L3IL3IL 3IF217F L4985 LS 88 58892 53875 56857 680229 62562
8 i ARG LUSHF 3F217 b F 81 hoL13 52057 S6687Fh4 59191 627148 65152
9.18 7 LLG23 L5775 375217 L7952 58745 54396 576086 680817 GLLL5 6695 7

5 b b L1 35812 L6998 3F217 92N 52117 55878 59184 62492 66228 GEH1G6
13 .14 L2 L7836 LB2GE 3F217 58568 53531 S5¥hah 668818 64217 68 065 Far3o
15,16 L3 LBZO7F L9556 3F217 51935 SLO98F 58976 62484 65994 269957 F27a2
17 .18 L _H9596 SH893 3F217 53343 S56487F 68595 Gh27 A9 6828 71986 FLF33

19.28 LE 58934 52278 _3IF217 S4793 58832 62263 65985 69782 F3913 FG8E25
21+ L& 52312 53688 IF217 S6287F 59623 63981 67815 F1658 FS5988 789280

EHNTER=Ualidate F3—-Print Screen Fi18-Load from File Fl16=Exit
EMTEE i % Fi0 CRER "_'_! 16 .82 _88

3 Enter, update, and upload the CPI Salary Schedule for the current year, where
appropriate. (F4. F5)
CPI System Operations Guide, Section D: CPI Salary Schedule Processing

Ga OE
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~

Note: In the
case where the
term date is not
in the CPI
termination
date range. For
the October
collection use
07/04/current
year For the
March
12/25/past year

PCGenesis and the CPI Data Collections

J

m PCG Dist=2991 Rel=18.03.00 11/02/2018 DOEODD KASYSTEM  KASECOMD GREEM e O ot
Update/Display Personnel Data PAY B2
Status T —- Ter‘minated m
Pay tion G8680861 Class 13 SUBSTITUTE BUS DRI
Work Loc 8812 Location 088812 Job 32 SUBSTITUTE BUS DRI
S85H 999 B8 9762 EED-5 .Job HB2 Substitute
Ethnic 4  BLACK
Hiddle EE0D-5 and CPI Ethnic/Race:
Suffix Prefix Hispanic/Latino Ethnicity?
p ™ Yes(¥ HNo
/’ﬂddresg 1242 MAIN STREET Certificate Type Race {(Select all that apply)
Address L2 CE1 Job (from CPI) 9290 " Yes? No Am Indian Alaskan
City/State SHITH ., GA Include on CPI 7 H o ez No Black
Zip Code 33333 County 168 Sick Bank ? H " Yesi® Mo White
Phone (999)555-8239 O0Out of State Substitute rank " Yes( No Asian
Cell phone y8B0e-0000 Override accrue? " Yes!® Mo Hawaiian Pacific
Adj Lv Elig Date
Spouse SS5H Lv Reason Hax
Birth Date /0171966 Hours Per Day
Hire Date 870572616 Hrs/Week 8.068 Pens Elig Date
Rehire Date GHI Eligible % N TRS DOE Paid ERCONH 7 H
Background Ck GHI 15T Day Wrk Health ins flag N
Date of Death GHI Cowver Start Participate in GHI ? H
Elig for Rehire Y GHI Final Ded Dt GHI BOE Transfer in? H
Term Date 1271572818 GHI Coverage End GHI Option HE HOT ELIGIBLE
Ter son 9 GHI Change Code HEHMP GHI Tier an HOT ELIGIBLE
IGHATIOH GHI Ded Cd
*xxxx% TAX DATA =xxxxx
Federal: Har Stat S Exempt 1 Withholding Code & AmNt/% .88
State: HMar Stat A Allowance Har 8 Dep 1 Withholding Code @& AmME/% .60
Tax Switches: Fed ¥ State ¥ FI1CA % Pension H AEIC
ENTEW Fl'% F3§ 7. F %-_: Fa é’ F10T Fi1 S:I 2 ‘_-. .,_—.’-‘3\'*:5. 17.83.088
| Ded | Grs |W/H | Ly | ¥td | Help | Adj | FICA | Gar

Make sure the correct termination dates exist on employvees” payroll and personnel
records. Do NOT change the fruclude onn CPT 7 flag to IN (INo) if it is presentlv Y (Y es).
Payroll System OQperations Guide, Section B: Payroll Update Processing, Topic 3:
Upndate/Display Personnel Tnformaition

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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PCGenesis and the CPI Data Collections

Hational cert: H (Y or H)

Advance/Inhibit: _ (A, E or spaces) Overall infield stat:
Certificate level: Cert. pay step:
Cert. years exp: Local years exp: 11

:al employment basis: 1.21

Emp. basis-cert.: 0.88 Emp. basis-class: 1.21
Annual contract sal: 3 .ap Annual classified sal: & 48,581.34
;tate minimum salary: $ .88
innual contract days: Annual work days: 238
Termination date: Rehire date: 7/83/20806

Termination reason:

Long term sub?: H (Y or H)

= If the emplovees” vears should not be incremented: Make sure the ddvance/Tnhibit
flag for the employees’ biographical record is correctly set. (F4.F1)
CPI System Operations Guide, Section A: Displaying/Updating Individual Emplovee
Information

6 Prnt the Certified Employeas with Advance/Inhibit Fiag of A & E Report. (F4,F7.F9)
CPI Svstem Operations Guide, Section E: CPI Report Processing

Ga .\OE
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PCGenesis and the CPI Data Collections

PCG Dist=8%991 Rel=19.02.00 11/01/2019 DOE 001 KASYSTEM E:\SECOND GREEM = =

CPI Process Control Inquiry
*#x%x% THE CURREHT TRAHSMISSIOHNH CYCLE IS 3 xxxx
District Hame 899 SMITH CITY BOARD OF EDUCATIOH

CPICH312

Beginning School Year 2818 Ending School Year 2819

Last Hollowver Date 87 F18/2019 Last Rollover Cycle 2 Last Rollover User EEE
Final Transmission Date B3/28/2819 Final Trans. Cycle 2 Final Trans. User GEJ

========== Transmission File Creation Information ==========

Date Time Cycle User
871972819 11:33:85 3 GEJ

Terminated Employees will be Reported: From Date To Date

Cycle 1 B3/782/72818 1858272018

Cycle 2 168/583/2018 B3/87/2819

Cycle 3 @B7/81/2818 a6/38/2019

When processing rollover cycle from 2 to 3, employees who
have been terminated prior to: B3/788/7281%2 will be deleted.

F9 TO EDIT CYCLE DATES - F16 TO EXIT

e 1 ¢ | | Je | | | | | [ | 12-92-00
~e % °r°r °r°r 1T/

8 Screen-print the CPJ Process Conrol Inguiry screen. (F4, F31, F9)
CPI System Operations Guide, Section I. Special Functions

31

PN FN
. » . . . . » (70 BOE
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PC_Genesis and the CPI Data Collegtions

Certified/Classified Personnel Information System

FKey CPI Special Functions HMenu

5 | -- Replace ¥ork Locations in Payroll Master File
6 | -- Replace Pay Locations in Payroll Master File
7 | -- Update Job Code for CPIJPayroll}C5-1

9 | -- CPI Process Control Inguiry

12 | -- CPI Bollover Processing

et

=

Lzt
8| 155 | WoriSh | BN | MEND

9 Perform the CPI Rollover. (F4,F31.F12)
CPI System Operations Guide, Section I Special Functions

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future N




PCGenesis and the CPI Data Collections

What does the CPI Rollover do?

CPI Rollover Processing: When rolling over from Cycle Three to Cycle One. the “Years Exp” (Years
Experience) fields are incremented for all employees whose Advance/Inhibit Flag 1s left blank. This 1s
the only rollover cycle which causes the CPI Biographical screen’s Certified Years of Experience. and
Local Years Experience fields to be mcremented by one vear. If an employee should not have their
years of experience incremented. set the Advance/Inhibit Flag to A (Inhibited Due to Performance.
Other) or E (Inhibited Due to Lack of Experience). After the rollover from Cycle Three to Cycle One is
complete, the Advance/Inhibit Flag will be cleared for all employees.

CPI Svstem Operations Guide, Section I Special Functions

‘ ‘ 9 ‘ Perform the CPJ Rollover. (F4,F31.F12)

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future N =




PCGenesis and the CPI Data Collections

CPI Process Control Inquiry CPICH319
#x%%x THE CURREMT TRANSHMISSIOH CYCLE IS 1 =xx=x
District Mame 666 GREEME COUNTY BOARD OF ED
Beginning School Year 2822 Ending School Year 2823
Last Rollover Date a9/81/20822 Last Rollover Cycle 3 Last Rollover User RH.J

Final Transmission Date B7/13/2022 Final Trans. Cycle 3 Final Trans. User DHU

========== Transmission File Creation Information ==========

Date Time Cycle User
g7/13/2822 12:26:48 3 DHY
Terminated Employees will be Reported: From Date To Date

Cycle 1 B378472822 185847520822
Cycle 2 1878572822 g3/82/72823
Cycle 3 @7/81/2822 86/38/2823

When processing rollover cycle from 2 to 3, employees who
have been terminated prior to: 83/83/2023 will be deleted.

F9 TO EDIT CYCLE DATES - F16 TO EXIT
"y T O
% = N N N
10 Screen-print the CPJ Process Control Inguiry screen. (F4, F31, F9)
CPI Svstem Operations Guide, Section I: Special Functions o™ >
(70 OE
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PCGenesis and the CPI Data Collections

FY2023 CPIl Transmission Dates

Cvycle One
Tuesday, October 04, 2022 Transmissions for CPI Cycle 1 begin
Tuesday, October 11, 2022 Last date for initial transmission of CPI Cycle 1 data
Tuesday, October 18, 2022 Duplicate record deadline
Tuesday, October 25, 2022 Sign-off date for CPI Cycle 1 data
Deadline for Superintendent’s sign-off

Walid termination date range for October CPI 2023-1 = 03/04/2022— 10/04/2022

Cycle Two
Thursday, March 02, 2023 Transmissions for CPI Cycle 2 begin

Thursday, March 09, 2023 Last date for initial transmission of CPIl Cycle 2 data
Thursday, March 16, 2023 Duplicate record deadline
Thursday, March 23, 2023 Sign-off date for CPI Cycle 2 data

Deadline for Superintendent’s sign-off

Walid termination date range for March CPI 2023-2 = 10/05/2022 — 03/02/2023

Cycle Three

Tuesday, July 11, 2023 Transmissions for CPIl Cycle 3 begin.
Tuesday, July 18, 2023 Last date for initial transmission

Tuesday, July 25, 2023 Final transmission date & Signoff Deadline

35
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PCGenesis and the CPI Data Collections

FKey

Certified/Classified Personnel Information System

Certificate File HMaintenance Henu

__1_| - - Certificate File Maintenance

_3 | -- Create SSN Export File for PSC

5 | -- Upload GaDOE-55N Return File with Certificate Data into PCGenesis

11

OPTIONAL: Update emplovees™ cerfificate information using the Professional
Standard Commission’s (PSC's) downloaded file. (F4. F13. F3)

CPI Svstem Operations Guide, Section G. Cerfificate File Maintenance

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future N =




PCGenesis and the CPI Data Collections

Copy of the PSC download document

The CPI application includes an option that allows districts to download PSC certification data that
Georgia DOE receives daily from PSC. Some districts have the ability to then upload this data into their
local software. It is a convenient way to update personnel files with the most current PSC data. Check
with your vendor for local software upload options.

The Process

Step 1

Create an extract, or build a text file, with two data elements:
eThe district’s SYSTEM CODE (3 digits)

*The SSN of the employee (9 digits)

See the “CPI PSC Certification Data Request (SSN) File” layout on the next page. | Each row in the file is jUSt
899999087036 = 12 digits long. The file
899999087044 name should end with “.txt”.
899999087051

899999087052

899999087054 11 OPTIONAL: Update emplovees™ certificate information using the Professional
899999087055 Standard Commussion’s (PSC's) downloaded file. (F4, F13. F5)
899999087058 CPI System Operations Guide, Section G. Certificate File Maintenance
899999087078 - {

37
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DOWNLOAD PROCESS FOR THE PSC DATA

The CPIl application includes an option that allowes districts to download PEC certification data that Georgia DOE receive
daiby frormm PSC. Some districts hawe the ability to thhen upload this data inbo their local softeware. 1t is a conwveniemt wany
to update personnel files with the most current FSC data. Check with yvouwr wvendor for foocal soffwoars uploaod options.

Thre Prowess
Each row in the file is just 12

Step 1 | digits long. The file mame
Create an extract, or build a text file, with two data Elemenz should end with “.tw=t™.

- The district™s SYSTEM CODE {= digfts) 1

- The SSh of the employes {2 digits)

Sees the "CPI1 PSC Certification Data Reguest (SSM) File™ layout on the naext page.

Stepn 2
Upload the extract wvia the PSC Data Reguest

CPT NZWiaim 'Wienw

o dEia as been Transmiibed Tor ows Sy siEm.

Hepurl kiesiie
Eunding Rep-orts hisng

C PRI File Lipkoad

P Aok E o T rekste:

SR o O e 7
AD O Dhery /

AR T i LS Thean, use the Browse to select youwr
extract fil=.

I Select to use the upload option.

I E 0 EAEQDR

PSS Dialas Reguest

of Education

rrnationk Dxra «Calleciion Sysgemmn
m AR cE, 2015 CFPL Oy cho 208460

Georgia Depa
CFE e i e A b s i fed
FESC File Trams B

Systenns Gl Appling Conniy

Belloict dih TR NI Sou THpAods il MNext, click on the upload button.

S
= 1 _,_—'—'_'_'_—
Sein] fhis File: Browsc | Uplcod Ceda Fie

38 Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future e e
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PCGenesis and the CPI Data Collections

Step 3 The next screen has the option to
download the PSC data to your
Georgia Department of EducatimJ computer.
FSC File Download Menu There is an option to either OPEN or
R D Eks i R St d_#_ﬂf—*"'f SAVE the data. It recommended to
Downbosd PSC DATA =" select the SAVE AS option that allows
P Maiin Means saving it to a desired location.

Gbos
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PCGenesis and the CPI Data Collections

RON DATE: E9/L373018
RTH TIME: G3:EZ2:25 CERTIFIED/ROE-CERTIFIED WORFSEEET
FROGRAM: CFICMOGZ SORT ORDER: LOCATION/CLAREALFHL

B e . — osce: I

Phr CiAsEi RO e Hers HATEL VOESEDDE
WORE Lol 9100 HASHINGTON BARE REETRE DATE: 10/13/2014 S

STATOR: T TERMIHATTON: t 1 2_1 9

rzpTa cate: [ DATE: 5/14/2018 eps are

;"'-?E:HI" CODE ¢ -;l! HIRPANIC:Y W RAECE CODEI: WHITE S S f' t f
CERTIFICATE LEVEL: & EFF DATE: 08/20,/2011 CERT TD: - GPERN CRSE?: H proo Ing repor S Or

CERTIFICATES o8 - FILE

FTELD COCE  FIELD MRME ST YRt TYPE  PROF/RENEW VALID PR TO Certified and CIaSSified

s34 CLERRMACE - ¥ aTfOLAZ01S  Z03d

T12 TEACHER STPRORT SFECTALIAT IRg ¥ QTF0L 2015 Z024

TLd TEACHER STPRORT AEOD CORCHTIHG B SRS ¥ L0301 030

233 NEADTHG ENDORSEMEMT SET X Q101 2015 Z00

= L CORCERTRATION-3CTERCE JET b QTf01LL2B1S  ZOE0

853 CORCERTRATION-LANGEAGE ABRTS JET b 5

254 CORCERTRATION-S0CTAL SCTERCE 3RT X

B55 CORCENTRAT ION-RERDIHG 3RT X

S50 CORCHIRG EHDORIEMERT 2RT ¥
CERTIFIED EMPFLOYMENT BARSIS: #1.00-FILL TIME, 0.5-HALF TIMNE, 2.00-IKFIELE TIME (MAI}]
CLASEIFIEDN EMPLOYHENT ARSIS: f1.00-FILL TIME, 0.5-BALF TIME, 2.00-IKVIELE TIME (MR} 1
ROVAMCE INHIBIT: {BLANE=RIT THHIBITED, E=LACHK OF EXFPERTENCE, A=TTHER)
EHWEIAL CONTRRCT DRYS:
ASZTORMEYT CERTIFIED LOCRTION J08 9UE.JECT FIELD TYPE IR

/W QIR ConE COTHE FIELD FO¥D CONSCL. PERCENT
2.

- 14 Print, edit. and complete the CP Worksheer for each employee's personnel record. (F4.

“ F7,F5)
Gabos

% CPI System |Operations Guide, Section E: CPI Report Processing
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PCGenesis and the CPI Data Collections

- CERTIFIED
SR TOTES
Z8K

EHELOYEE KAME BSSTICMMENT ERFOR

L AT TON FEELD

_ _ . -\.- =

Pra the Corfd Closiod Empioyoe Error Lis. (FLELFG) 22
CPLSystom Qpartions Cuid Sctin . CPLReort Proceng -0 =

4 Tda5. .00

o100

O1OE 1.00
O10E L u}

O10s

01 0E

oFnd O

o0z L.nog
o2 oo

2

[2.f=g

a100 & T4ESL . DO

= [
= 1,00
e ca0

EDSCLASSIFIED BEMPIAOYTREE EREDE LIET

L' ARSTCEMEMNT

15
W O0E
ROOoL
R_O0n

BECeZ0 FLTHOOT "C° ASSITCHMENT
EC AT 3 i 1
ECOT Ho An "'""-’I"’ '-u"' FOAMED - OB BON-TEFRMINATED ENPLOYEE

PFRGEESSTOEAL CERT AVAILASLE BT WHOT

OEED IN ASCE

FAED EHNHUDAL TONTRACT SALARY LESS THAN STATE MIKNTHIR

TERTIFICATE

FIES

SOHTAACT DRYS
N ALAS TGEMENT

npnE ¥
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PCGenesis and the CPI Data Collections

B -- Data Transmission and CPI In Progress Report
BEN -- CPlIn Progress Report ONLY

Set Up Leave Data for CPI Cycle 3 Reporting [ALL SYSTEMS):
[Including Enhanced Substitute Pay and Employee Leave Systems)

N -- Import Employee Leave Data

MM -- Create Original Leave of Absence File
-- Leave of Absence File Maintenance
BEM -- Leave of Absence File Print

21 Complete the CPJ Detail In-Progress Report (F4, F2. F3) and the CPJ Data
Transmission file procedure. (F4, F9, F1)

CPI System Operations Guide, Section F: CPI In-Progress Report and Transmission
File Processing

Gbos
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PCGenesis and the CPI Data Collections

CREATE CPI TRANSHMISSION FILE
The CPI EXTRACT output file is located in:

C:ASECONDAGOSEHDACPIR18O1

21 Complete the CPI Detail In-Progress Report (F4, F9. F3) and the CPI Data
Transmission file procedure. (F4.F9, F1)

CPI System Operations Guide, Section F. CPI In-Progress Report and Transmission
File Processing

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future e e




PCGenesis and the CPI Data Collections

Ex: PC Genesis or
local vendor system

CPI

Local Data
System
l Upload to
Extract > DOE
(text file) Application

* Note: Once data is “archived” after each
cycle, you cannot view the employee detail
reports.

Production Data
(current cycle)

X

Archived Data *
(storage after cycle)

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future Georai Depariment ot Eatdion



CPI Application

https://portal.doe.k12.ga.us/Login.aspx

s : ™
Please Log In Helpful links
________________________________________________ & MyGaDOE Onfine Guide
# -‘GaDOE Public Website
Username: | kagreen@doe.ki2.0a.us | & Infarmabian Smbems
Password: | ssssssses | 4 AYP & NCLB
= A || « Georgia Standards
' DG # Data Collections
_________________________________________________ 4 Financial Reports
Or sign up for an account < | ¢ Report Card
b A

This website requires Cookies be enabled in your browser.

22 Transmit the CPI data file to the GaDOE.
Refer to the applicable MyGaDOE Web portal instructions.

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future T me#r




CPI Application Selection

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

e _
e W https://portal.doe.kl2.ga.us/Index.aspx 2 - & || W Welcome to the Georgia De... > | | ok
File Edit View Faworites Tools Help
o -— & ﬁ o8 A B c o E F G H 5 S | K L M N o P Q R s T u W w x ¥ z
GsBoe Welcome 10 MyGaDOE
Georgla Department of Educatisn Help — Diicke: | Online Documentation
& Site Navigation
Surveys | options | B 4.7 My Favorites 0| options | =

Home |

L t e

il | New (0) || Saved (0) |[ Submitted (10) |[  Approved (10) [E3 Online Web Resources
@il Information Technology Mo new surveys availabls & More
SLDS Support
< More

CCRPI B

AYP Reports

Consolidated B

Application

COPS Financial B

Special Education B

Annual Reports

Data Collection | cPI Codes D ,t

Wiew Documents CPI-Active On See

Facility and School :

— — CPI Active ?7?

Finance Applications | Free :"‘d Reduced L

L

Invoice Application B S

e — Full Time Equivalent ‘ OntaCt yo u r

Schoel Nutrition | SUIDE

.

Monitoring B PRE-ID SeCu rlty

Message Center Private School

Grants Application | Cellection Main Menu Off-

MSIX Administration Student Class I Ce r

= Application

CTAE Reporting

Scholarship Student Record

Application Teacher Class

Technology

Inventory

Title I Comparability B

COPS Planning B @

A &

Georgia Department of Educ
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CPI Application

-

Transmission Period

Transmission Cycles

Current Documentation

ICP1 Menu for October, 2022 (CP1 2023-1) « CPI File Layout

CPl Menu for July 2022 (CPl 2022-3)
CPl Menu for March, 2022 (CPI 2022-2)

CPl Menu for Cctober, 2021 (CPI 2022-1)

CPI Menu for July_2021 (CPI 2021-3)
CPI Menu for March,_2021 (CPI 2021-2)

CPI Menu for Cctober, 2020 (CPI 2021-1)

Click on the Current cycle to get
to the main menu

CPI Menu for March, 2020 (CP1 2020-2)

ICP1 Menu for October 2019 (CP1 2020-1)

CPI Menu for Julv. 2019 (CPI 2013-3)

All previous cycles will have
summary reports

October 2022 is
Fiscal Year 2023

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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CPI Application

s ‘\
CPI Main Menu

Click on Validation Routine when all edits are complafe.

CPl AddEditiDelete

‘Walidstion Routine

Manusl Relief Request

Murses License Werification

AP Professional Development Course
|B Professional Development Courss

ADHOC Query

CFl Primary Contacts

SC006-Missing TescherMissi sgnmniemnt

PSC Data Reguest

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

Report Menu Select this link

Eunding Bepors Menu
CP File Upload 4/__ to upload the

Delite All Dats for this Syster extract file (s)

Gabo

-
)
3

Georgia Department of Educ



CPI Application

Jasper County - 679 H
P Click on
Browse
CPI Data Collection for Fiscal Year 2020 tO f| n d
* To upload a single file, first you must select a file containing relevant data in the appropriate format. Then, click the Upload File button.
* To upload multiple files, first you must check the Multiple Files check box. Second, for each file to be uploaded, you must specify the file then a nd
click the Upload File button. Finally, after specifying all of the files o be uploaded, you must click the Upload All Files Mow button to verify that
the list is ready for upload. This butten displays when you specify the first file in the file list. se | eCt
* |n addition, you can remove any file from the file list by clicking the Remove button. This button displays fo the right of each file in the file list.

File Path: " Browse. || Upload File | extract

Multiple Files - [ ]

Back to CPTI Menu

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future Georgia Depariment oT E4L}




CPI Application

[A]" PCG Dist=6791 Rel=180100 09/13/2018 "KCG 001" SV CADEVSYS CASECOND LTBLUE

[ . —

CREATE CPI TRAHMSHMISSION FILE

The CPI EXTRACT output file is located in:

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

Browse to the
K:drive
Second folder
find GOSEND

the CPIRO1 if
it is for CPI 1

Georgia Department of Education



CPI Application

File : CPIR1301 was uploaded successfully

CP| Data Collection for Fiscal Year 2018

» To upload a single file, first you must select a file containing relevant data in the appropriate format. Then, click the Upload File button.

» To upload multiple files, first you must check the Multiple Files check box. Second, for each file to be uploaded, you must specify the file then
click the Upload File button. Finally, after specifying all of the files to be uploaded, you must click the Upload All Files Now button to verify that
the list is ready for upload. This button displays when you specify the first file in the file list.

= In addition, you can remove any file from the file list by clicking the Remove button. This button displays to the right of each file in the file list.
File Path : I

| Browse.. || Upload Fiie

Muttiple Files - [

| Back to CPI Menu

e &
. - . . . . » Q&%OE
Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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CPI Application

CPI Main Menu

Click on Validation Routine when all edits are complete. Status Message Line

Report Menu
Funding_Reports Menu

CPI File Upload

CPIl Add/Edit/Delete

Delete All Data for this System
Validation Routine

Eg

9

SiEE

Manual Relief Request

B B

CPIl Overview of Data

Nurses License Verification

Mental Health License Verification

AP Professional Development Verification
IB Professional Development Verification

ADHOC Query

CPIl Primary tac

B 0O OEBEE

SC006-Missing Teacher/Missing Assignment
SCO020-EIP Class without Teacher with EIP Job Code
CP111-SC Error Exception Report

SC021-Teachers with CHW Cert Codes Report

S|

PSC Data Request
Transmission System
Transmission Status
@Il Admin/Helpdesk Menu

Gébor

Georgia Department of E.
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CPI Application

Data Have Errors or Processed Failed

CPI Main Menn
Osts have Errors. CPl Main Menu
Report Menu
] Funding Repors Menu Process Failed
Bl &Pl File Upload
El CrlAdd/EditTelsts Bl Report Meny
Delete Al Data for this System Bl Funding Reports Menu
El validation Routine Bl CPiFile Unload
Bl criAddEditDelste
El nisnual Relicf Request 5] Delete All Dats for this System
El spHOc Query
Bl Manusl Relief Request
El status check List
El crierimary Contacts E Murzes License Verification
E AP Professional Development Course
SCO006-Missing Teac her/Missing Assignmant E i

P5SC Data Reguest
Transmission System

Transmission Status

AdminfHelpdesk Menu

&
=|

Gbos

Georgia Department of Education
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Investigate an error or warning
and address the issue
triggering the validation check.

54 Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future Georgia Department of Education
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Errors and Warnings

ERROR:

« An error is generated when the data does not conform to the business
rules for the data element. This could include invalid values or data
outside the expected data range. In almost all cases, errors must be
corrected before sign-off. On rare occasions, the error may reflect
accurate data and the error may need to be relieved.

WARNING:

« A warning indicates a possible issue or problem with the data
reported. Warnings are meant to call your attention to data that is
outside the expected data range. Warnings do not have to be ‘corrected’

if the data reported is correct.

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future =~ ... o TR




Types of Errors

Data Comparison Checks
Compares data reported in one collection to the same data
reported in a different collection to ensure the data matches.

Cross-Application Checks
Based on the data reported in one collection, a particular set of
data is expected to be reported in another collection.

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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Student Class - Error E5019

Student Class Error Report{Cycle A)

(E:::: Error Description Total
ALL Errors

E048  [GTID missing or invalid. GTID submitted was not found in GUIDE system. 4
E0481  [GTID has been deactivated in GUIDE. Contact the GUIDE Administrator for assistance. 4
E050  [SCHOOL CODE must be an active school in the Facilities Database. Refer to the Facilities Database. 4
o COURSE TEACHER CODE cannot he all one value (111111111, 222222222) or a number series (123456789, 012345678, or a number with 5 or more of the same number (123777777) etc. Must be 9-digit )
= |numeric number.

E142  [ADDITIONAL COURSE TEACHER CODE cannot be all '0' (zeros). ADDITIONAL COURSE TEACHER CODE should be BLANK if there are no additional teachers to report for the course. 4
E3027 [The first digit after the decimal is'2". A GIFTED DELIVERY MODEL is required. 78
E5019  [COURSE TEACHER CODE not reported in CPI (Cycle 1 or 2) with a teaching job code. Please see Student Class Reports SC006 Missing Teacher/Missing Assignment Report. 126
E5068  [Co-Teacher equals "Y', Additional Course Teacher Code 1 cannot be blank. 61
ES071  |Teacher Last Name required for COURSE TEACHER CODE. 654
E5072  [Teacher First Name required for COURSE TEACHER CODE, 654
E5083  [SC- Course Teacher Code is not found in CPI. Please see Student Class Reports SCO06 Missing Teacher/Missing Assignment Report. 17
E5098  [If CO-TEACHER ="Y"and Course Number is xx.d then PRIMARY AREA cannot be 'null’, 6
E5099  |STUDENT CLASS END DATE cannot be prior to the STUDENT CLASS START DATE. 1
E6069  No students reported with Alternate System Code and Alternate School code for GNETS, 1
E905  (The COURSE NUMBER must be a valid course number in SBOE Rule 160-4-2-.20, or a valid MOWR course number. 8
W5083 |If Co-Teacher="Y', and Primary Area not 'null, then inclusion code must ='9', 1993

E5019 — This error is
generated when the
COURSE TEACHER
CODE is reported in

STUDENT CLASS and is
found in CPI but has no
teaching JOB CODE.

Ga .‘OE
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Student Class - Error E5083

Student Class Error Report(Cycle A)

(E:::: Error Description Total
AL Errors
E048  [GTID missing or invalid. GTID submitted was not found in GUIDE system. 4
E0481 |GTID has been deactivated in GUIDE. Contact the GUIDE Administrator for assistance. 4
050 [SCHOOL CODE must be an active school in the Facilities Database. Refer to the Facilities Database. 4
e COURSE TEACHER CODE cannot be all one value (111111111, 222222222 or a number series (123456789, 012345678, or a number with 5 or more of the same number (123777777) etc. Must he 9-digit 0
= |numeric number.
E£142  [ADDITIONAL COURSE TEACHER CODE cannot be all '0' (zeros). ADDITIONAL COURSE TEACHER CODE should be BLANK if there are no additional teachers to repert for the course, Y]
E3027  [The first digit after the decimal is 2", A GIFTED DELIVERY MODEL is required. 785
E5019  |COURSE TEACHER CODE not reported in CP1 (Cycle 1 or 2) with  teaching job code. Please see Student Class Reports SCO06 Missing Teacher/Missing Assignment Report, 126
E5068 |Co-Teacher equals ", Additional Course Teacher Code 1 cannat be blank. 61
ES071  [Teacher Last Name required for COURSE TEACHER CODE. 654
E5072  [Teacher First Name required for COURSE TEACHER CODE. 654
ES083 [SC- Course Teacher Code is not found in CPI. Please see Student Class Reports SCO06 Missing Teacher/Missing Assignment Report. 17
E5098 |If CO-TEACHER ="Y" and Course Number is xx.9 then PRIMARY ARFA cannot be 'null’ b
ES099  [STUDENT CLASS END DATE cannot be prior to the STUDENT CLASS START DATE. 2
E6069  [No students reported with Alternate System Code and Alternate School code for GNETS, 1
905 {The COURSE NUMBER must be a valid course number in SBOE Rule 160-4-2-20, or a valid MOWR course number. 8
W5089 [If Co-Teacher ="Y', and Primary Area not 'null', then inclusion code must ='9', 1998

E5083 — This edit is
saying that the teacher

was not reported in CPI.
Check the SS# the

school is reporting
against the SS# the CPI
Coordinator is reporting
in CPL.

Ga .‘OE
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CPI Main Menu SC006

Datz have Errors.

Report Menu

CPI File Upload
CPlAdd/EditiDelete

Delete All Data for this System
Validation Routine

EBEEE

G

Manual Relief Request

CP1 Cverview of Data SC006 StUdent C|aSS RepOI‘tS

Murses License Verification

5]

AP Professional Development Verification-Confirmed

ge

IE Professional Development Verification

o)

ADHOGC Query

o)

CPI Primary Contacts

SC006-Missing Teacher/Missing Assignment
SC020-FIP Class without Teacher with EIP Job Code
CP111-SC Error Exception Report

B8E

PSC Data Request
Transmission System
Transmission Status

Admin/Helpdesk Menu ™ >
(70 BOE

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future e e
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Student Class Report
SCO006 Error E5019

"SC006 Transmission on 02/02/2018 10:51:34 am - Data Have Errors click here to print - )

Georgia Department of Education Missing Teacher/Missing Assignment
Student Class (569018-4) ]

NOTE: Ths report is available in CPI and in Student Class. E5083 1s generated when the COURSE TEACHER CODE is not found in CPI.
The ES019 is generated when the COURSE TEACHER CODE does not have a teaching assignment code i CPL If a COURSE TEACHER CODE is being generated for both ES019
and E5083, the ES083 will take precedence over the E5019 and only the ES083 will be listed in this report. /

Student Class Teacher not Reported in CPl

School Name Course Addl. Course | Addl Course | Addl. Course | Online- |Teacher Last| Teacher First| Course |Class Section| Job | Job | Error R
Teacher Code| Teacher Code 1 | Teacher Code 2 | Teacher Coded | Course Name Name Number Number | Code | Title | Code
0000 N | Amour Sharon 23.8013000 003 438 ESO18  [Missing Teaching Assignment
L farTezcher
==1)000 N |Mouse Minnie 238030072 001 436
E5019  |Misting Teaching Assignment
=000 N [wiiams  |Llevete 27 8130002 008 436 forfexner
e ES018 | Misaing Teathing Assignment
. ———— - T e
w00 N [Amos Sharan 45.8030002 002 436 5019 Ifﬁlsze.".g-sa:h!rgﬁja;gnment
forTazcher
o —

\7dB0oE
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How to Research an Error

Determine why the record received the error:
What is the error message really telling you?

ES019  |COURSE TEACHER CODE nat reparted in CPI (Cycle 1 or 2) with 3 teaching job code. Please ses Student Class Reparts SCO06 Missing Teacher/Missing Assignment Report.

E5019 — This error is generated when the COURSE TEACHER CODE is
reported in STUDENT CLASS and is found in CPI but has no teaching JOB
CODE.
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Researching an Error in CPI

E5019 go to CP010 under report menu to verify employee is reported with a
teaching JOB CODE. Correct in your HR system upload your file again then
have your SC coordinator validate the data.

Assignment Information- C Record
i ame | e | e ok | e | e | oe | g
3032 00 ( T 114 i 81 00 N
3062 60.0 ( mr 114 400 [1)i 00 N
PSC Details if available

Cert Level [ Effectve Date Provision Flag Certifcate Field Code Begin Date nd Date
f ( 634 07/08/20%0 06/30/2005

5 050612017 F PRT 750 07/04/2020 06/30/2025

5 05062007 f oRT 152 07/08/2000 06/30/2005

5 (05/06/2017 F PR 14 0oL/ 06/30/2025

5 05/06/2017 F N3T 81 07/04/2000 06/30/2023
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Student Class Report
SC006 Error E5083

SC006 Transmission on 02/02/2018 10:51:34 am - Data Have Errors click here to print -

Georgia Department of Education Missing Teacher/Missing Assignment
Student Class 18-4)

NOTE: This report is available in CPI and in Student Class. ES083 1s generated when the COURSE TEACHER CODE is not found in CPL.
The ES019 1s generated when the COURSE TEACHER CODE does not have a teaching assignment code in CPL If a COURSE TEACHER CODE is being generated for both ES019

and ES083, the ES083 will take precedence over the ES019 and only the ES083 wall be listed m this report. /
| Student Class Teacher not Reported in CPI
Fchoul School Name Course Addl. Course | Addl. Course | Addl.Course | Online- |Teacher Last| Teacher First| Course |Class Section| Job | Job [ Eror Reason
D Teacher Code| Teacher Code 1 | Teacher Code 2 | Teacher Code3 | Course Name Name Number Number | Code | Title | Code
=100 N [amor Sharon 238013000 003 E5083  |Missing Teacher in
CPI
w00 N | Mouse Minnie 238030072 001 E5083  |Missing Teacher in
CPI
=300 N wiiams  DLevete 27 8130002 008 E5083 |Missing Teacher in
CPI
=000 N |Depp Johnny 45 8020001 002 E5083 |Missing Teacher in
CPI
#0000 N Armour Sharan 45 8030002 002 E5083  |Missing Teacherin
CPI

Gbos
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How to Research Error E5083

Determine why the record received the error:
What is the error message really telling you?

| E5083 |5C - Course Teacher Code is nat found in CPI. Please see Student Class Reports SCO06 Missing Teacher/Missing Assignment Repart.

E5083 — This edit is saying that the teacher was not reported in CPI. Check
the SS# the school is reporting against the SS# the CPI Coordinator is
reporting in CPI.
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CPI - A Record

E5083 go to CP010 under the report menu to verify the employee is reported.
Correct in your HR system, upload your file again, then have your SC
coordinator validate the data.

Personnel Demographic Information- A Record (Click here for records required for Empioyee Type) Back to Employee List Back to Main Manu
EmpCode; Employes Type -ReqularEmployes. W Racs Amerizan Indian N - Not Race Amenican Indian v
Last Name Birth Date fmm/ddyyy) Race Asian N - Not Race Asian ¥
First Name Gender: v Race Biack N - Not Race Black v
Middle [nitial Race Pacifc N - Not Race Pacific v

Ethnic Hispanic N - Mot Ethnic Hispanic v Race White N - Not Race White v
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How to Research Error E7031 and E7032

Determine why the record received the error:
What is the error message really telling you?

E7031 - EIP DM '2' (Self-contained) reported on this class in SC. The teacher
(COURSE TEACHER CODE) must have an assignment Job Code ='131', '"132',
or '133' (EIP job codes) in CPI.

E7031 - This error is generated when the COURSE TEACHER CODE is
reported in STUDENT CLASS, but no EIP JOB CODE reported in CPI

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future i DRt TR




SC020-EIP Class without Teacher
with EIP Job Code

CPI Main Menu

Datfs have Errors.

Report Menu

CPIl File Upload

CPl| Add/EdittDelste

Delete All Data for this System
Validation Routine

Manual Relief Request

CPl| Overview of Data

B B E EEEBE

Murses License Verification

@

AP Professional Development Verification-Confirrned

g

1B Professional Development Verification

ADHGOC Querny

5

CP| Primary Contacts

SCo06-Missing TeacherMissing Assignment
SCO020-EIP Class without Teacher with EIP Job Code
CPIi11-SC Error Exception Report

PSC Data Request
Transmission System
Transmission Status

= s N
Admin/Helpdesk Menu %
(;70 OE
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Correcting E7031

E7031-EIP DM '2' (Self-contained) reported on this class in SC. The teacher
(COURSE TEACHER CODE) must have an assignment Job Code ='131", '132', or
'"133' (EIP job codes) in CPI.

SC020 Transmission on 09/16/2021 01:41:45 pm - Data Have Errors click here to print

Georgia Department of Education EIP Class without a Teacher Reported with an EIP Job Code
Student Class [SC 2022-A)

Betum to Manuy
Downdoad to Excel

EIP Class without & Teacher Repoarted with an EIP Job Code

Education Teacher

lob Fund lab lab Jeh
]
School Course Class | EIP $mume Teacher Last |Teacher First Adeitiansl | Acitianel | Ayt Code(s) Codels) | Codels) of | Code(s) of Codels) of | Error
School Namae Teachar Taachar Taacher Taachar Job Title{s] of Teacher
i Number | Period DM Code MName Name R Codad Coded of of Addl. Addl, Addl, Code
Teacher Teacher | Teacherl | Teacherl Teacher3
3050 - 231011010 D1 |2 nas NCEIEATIEs HesuNC 00 E7031

DATA HAS TO BE FIXED in CPI, then revalidate in both SC and CPI.
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Correcting E7031 in CPI

E7031 - go to CP050 under the report menu to verify the employee is reported
with EIP JOB CODE 131,132, or 133. Correct in your HR system, upload your
file again, then have your SC coordinator validate the data.

Assignment Information- C Record

3082 400 C T 131 iQ 81 0 N
309 ) §0.0 ( PR 114 400 151 00 N
PSC Details if available

Cert Level ‘ Efective Date Provision Flag Certificate Field Code Begin Date End Date
f ( 654 _ 07/01/2020 06/30/2025

5 05/06/2017 ; PRT 150 07/01/2020 06/30/2025
5 05/06/2017 f b 15 07/01/2020 06/30/2025
5 05/08/2017 f PRT 148 07/01/2020 06/30/2025
5 05/08/2017 3 NaT 81 07/08/2020 06/30/203
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How to Research an Error E690

E690 ASSIGNMENT CERTIFICATE TYPE not valid, must be a valid certificate
type as in Certificate Type Database. The example below is a person does not
have a valid Certification with PSC, only a Clearance Certificate.

Assignment Information- C Record

Percent Assignment Certificate Job Subject Certificate Fund Consolidate
SeoolD_ School e ofTine TVoE e ot | Mot Fie Cote Fund Flg

1000 ( % i m % 0 N

PSC Details if avatlable
CertLeve [ Efecie Dte Proison g Certfcae Fel Code j Begin Date | End Date
: ( 54 111300 06/30/2006
LN
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Example 2 Researching Error E690

E690 ASSIGNMENT CERTIFICATE TYPE not valid, must be a valid certificate type in
the Certificate Type database. The Certificate Type is entered incorrectly in the C
record. 3NT needs to be N3T.

1suignment Information- C Record
Percent Assignment Certicate Job Subject Cerfficate Fund Consolidate
ool el e of T TV e | G| Ml Fiel e | Fudfg
40 ¢ T i ) %! 0 N
600 ( A it 40 171 I N
i PSC Details if available ‘
(el e Dt Provsion i | e Fd o b Dt EndDae
; | ( 64 07/0/2020 06/30/2025
5 03/08/2017 f PR 0 07/04/2020 06/30/2005
5 050612047 F l i 1) 07/01/2000 06/30/2005
5 03J06/2017 f PRI T4 07/0/2020 06/30/2005
5 0506 2017 F N3T 8! pftpiny 0/30/2003 (
L  \\JaDOE
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How to Research an Error E641

E641 Certificate Level does not match PSC. The Payroll Certificate
Level on the B record is 5 but on the PSC side it is ©.

Certfied Years Exprience | ;
Sate HealthPlan (Y | 1 tate Pay Step ]
CPIDERVED FIELDS for DOE use oy ol et e B
Ful Time Equivalen Cerfed Salry (Get Emp Bssis X o
CertSalry)
Assignment Information- C Record
Percent Assignment Certificate Job Subject Cerfificate Fund Consolidate
1 of Time TYPE Tipe Code | Mater Fied Cote Fund Flag
{ ) 1000 ¢ BT 17 ) 13 0 [
PSC Details if available
Cert vl Efective Date Provsion Flag Certiicate '| Fiekd Code Begin Dte End Date
f ¢ 4 rjoL/0 08/30/205
/1 F BRI | % rjoL/00 B8[30/ 2028
/1 F BT o rfoL/0 06/30/205
jto ‘ BT 0l rjoL/00 06/30/ 2008
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How to Research Error E2109

E2109 If ASSIGNMENT JOB CODE is 080-199 and ASSIGNMENT TYPE Is
C the EMPLOYEE CODE must exist in PSC's Clearance Table. Need to
contact PSC to get a Clearance certificate or report the teacher as Classified

Kssignment Iformation- C Record

 Pee Doment | Cetft kb Subet (et Fund Congolie
bl e S R T R ¥ W e g
W ( 5 0| ) 0 ra
3| ( i i 5 1 0 r;
) w o] j w, o ® | m |0 n

PSC Detals f avadabl
(et e B Dt P i (e Fel (e gDt b Dt
; g F i i s /3
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Help Desk Assistance

The preferred manner to request assistance from the Technology
Management Customer Support Team is by using the Help Desk
Portal link on both the left side of the MyGaDOE Portal menu and on
the top blue Information bar.

To Login to the MyGaDOE portal please follow this link:
https://portal.doe.k12.ga.us/Login.aspx

You may also request assistance by calling 1-800-869-1011. Please
provide a detailed message as well as your contact information.

Technology Management Customer Support Center
Georgia Department of Education

74
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Submitting a Ticket
for Assistance

To submit a ticket, click on Help Desk Portal in either location, then
follow the steps on the next slide.

ﬁ Search Districts 0-9

GEOE

Gesrais Depariment of Education

=<1 You have (2) new messages. Help Desk Portal | O

O Site Navigation

- click here to print
Home
Logout Georgia Department of Education
Data Collection Survey Reporting

Data C: fon Survey nis: Period

@l information Technology

Data Collection i3

Data Collection
survey

EOPA Reports

Transmission Period

Transmission Cycles

Data Collection Survey for 2022-1
Data Collection Survey for 2021-1
Data Collection Survey for 2020-1
Data Collection Survey for 2019-1
Data Collection Survey for 2018-1
Data Collection Survey for 2017-1
Data Collection Survey for 2016-1
Data Collection Survey for 2015-1
Data Collection Survey for 2014-1
Data Collection Survey for 2013-1
Help Desk Portal Data Collection Survey, for 2013-1
Hide Mavigation ‘I Documentation Data Collection Survey for 2011-1
T Data Collection Survey for 2010-1

AL Patricha Miller

Account Information
Add to Favorites

Help Desk I8 Help Desk Portal

Gbos

75 Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future e e




Submitting a Ticket

A. Select Service Catalog.
B. Select Applications.

C. Select the appropriate application:

1. For FTE, SR, SC, EOPA, FRL, Private School, Data Collections
Survey, select GaDOE Data Collection and Reporting Application.

2. If you have a PC Genesis/Payroll question/issue select PC
Genesis/Payroll (this is not for CPI).

3. If you have a GUIDE/GTID question/issue select GUIDE/GTID.

4. If you have a question not related to a Data Collection Application
(i.e., portal login issue, SLDS, School Nutrition etc.) select
MyGaDOE Portal Application.
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Submitting a Ticket

D. Fill in the form with as much information as possible without
entering Personally Identifiable Information (PII) in the
ticket.

E. Add attachments if a you have any.

F. When complete click on the Request button.
You should receive various emails (when the ticket is
created, acknowledged, updated) and you can provide
updates and view your tickets. Questions about the use of
the Help Desk Portal should be directed to the Technology
Services — Service Desk at 1-800-869-1011.

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

Georgia Department of Education



Sending Secure Email for
Data Collections

The secure method of sending email to Data Collections is to use the
MyGaDOE Portal Imail system. This is the only authorized method to
send Personally Identifiable Information (Pll) to Data Collections
personnel.

1.Log into the MyGaDOE Portal.
2. Click on the link for “You have (0) new messages”.

3. Select Compose.
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Sending Secure Email for
Data Collections

4. Select “To” so that you can search for the person you need to
send email to. You will need to Search for the person, then
select the person from the list provided. Repeat this process if
sending to more than one individual, for the CC and BCC.

5. Enter the Subject.

6. Include any necessary attachments using the “File<”
option. Q Files

7. Enter your message text.

79
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Sending Secure Email for
Data Collections

8. Select “Send” from the top or bottom of the form.
9. All emails sent will be saved in the “Sent” folder.
10. You can also create folders to organize your emails.

Questions about the use of the Imail system should be directed to
the Technology Services - Service Desk at 1-800-869-1011.

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future T T O T i



Basic Process for
Data Collections

Enter data into the district's HR / SIS.

Run an extract a file from the district's HR / SIS.

Sign into the Portal and upload the extract file.

Check data and reports for accuracy in the portal (collection).

Provide reports to program area managers to verify data for accuracy.
Fix errors and check warnings in SIS, then upload a new extract file.
Error relief process.

Print/Save reports.

Have the superintendent Sign-off.
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Data Collection Team

Nicholas Handville| Chief Data Officer nhandville@doe.k12.ga.us

GTID Administrator and Data Collections
Patty Miller Specialist 404-290-8530 | pmiller@doe.k12.ga.us
(GUIDE, Private School Collection, EOPA)

Data Collections Specialist

Carl Garber (Student Record, Free & Reduced Meal)

404-304-5200 | cgarber@doe.k12.ga.us

Data Collections Specialist

Sharon Armour | g4 dent Class, Course Table Maintenance)

678-590-9861 | sarmour@doe.k12.ga.us

Data Collections Specialist

Katie Green (CPI, PC Genesis)

404-295-8841 | kagreen@doe.k12.ga.us

Data Collections Specialist

Irish Saxton (FTE, Data Collections Survey, School Calendar)

404-304-3346 |irish.saxton@doe.k12.ga.u

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future =~ ... e s




GaDOE Community

GaDOE Professional Learning Events

Our GaDOE professional learning events catalog, housed in GaDOE
Community, contains registration information for upcoming virtual and in-
person webinars, workshops, and conferences. On-demand, pre-
recorded webinars and by-request opportunities are also available to
meet educators' professional learning needs. Most by-request offerings
are virtual, both synchronous and asynchronous. Professional learning
events are updated weekly, and educational stakeholders are
encouraged to visit the site often to review the latest agencywide
offerings. View our professional learning events here
(https://login.community.gadoe.org/events).
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GaDOE Community

» Take a tour. Go to
https://community.gadoe.orq

» Select Professional Learning in
the upper right corner. Then
select Events to bypass the sign
in. You may also create an
account.

« Under DOE Office, select
Technology Services or you can
select Data Collections under
Topics.




Offering a holistic education to

each and every child
in our state.
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