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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 (CPI). 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

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

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

 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
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What is CPI?

CPI 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

October 04-25, 2022

Data used for T&E funding, 
HB280 incentives, and 

reports

CPI-2

March 02-23, 2023

Data used for analysis and 
reports

A & D Records

CPI-3 LEAVE 

July 11- 25, 2023

Cumulative leave for year

Data used for analysis and      
reports



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 7

What is Reported in 
the A Record?

‘A01’ Record – Basic 
Demographics

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
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A01’ Record Basic Demographics
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What is reported 
in the B record?

‘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

Contract and 
Certification 

Data
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B01 Record 
Contract and Certification Information
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What is Reported in 
the C Record?

‘C01’ Record(s) – Job Assignments

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

ASSIGNMENT SUBJECT MATTER CODE

ASSIGNMENT FIELD CODE

ASSIGNMENT FUND CODE

ASSIGNMENT CONSOLIDATED FUND 
FLAG

Job Assignments
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C01 Records- Job Assignments 
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What is Reported in 
the D Record?‘D01’ Record(s) – Leave Assignments

Leave Taken
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D01 Record- Leave Information
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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 
payroll system CPI

PAYROLL

“REGULAR” 
DIRECT 

CONTRACT 
EMPLOYEES

LONG-TERM 
SUBSTITUTES

ACCOUNTS 

PAYABLE

3RD PARTY 
CONTRACT 

EMPLOYEES

May need to add 
online in CPI
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Objectives / Learning Targets

PCGenesis and the CPI Data Collections.
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PCGenesis and the CPI Data Collections
• CPI Checklist for Cycles One and Two (gadoe.org)



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 19

PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 23

PCGenesis and the CPI Data Collections
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Put in the current year 2023 the click F13 to create 

PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections
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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 use 

12/25/past year

PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections
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What does the CPI Rollover do?

PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections
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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.

Each row in the file is just 
12 digits long.  The file 
name should end with “.txt”.

The Process
Step 1
Create an extract, or build a text file, with two data elements:
•The 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.

899999087036
899999087044
899999087051
899999087052
899999087054
899999087055
899999087058
899999087078

PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections
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Steps 12-19 are 
proofing reports for 

certified and classified

PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections
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PCGenesis and the CPI Data Collections
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Local Data 
System

Extract
(text file)

Upload to
DOE

Application

Archived Data *
(storage after cycle)

Production Data
(current cycle)

CPI

Ex: PC Genesis or  
local vendor system

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

reports.

44

PCGenesis and the CPI Data Collections
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https://portal.doe.k12.ga.us/Login.aspx

45

CPI Application

Need 
Login 

Access
?
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Don’t see 
CPI Active ??
Contact your 

Security 
Officer

CPI Application Selection
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October 2022 is 
Fiscal Year 2023

All previous cycles will have 
summary reports

Click on the Current cycle to get 
to the main menu

CPI Application
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Select this link 
to upload the 
extract file (s)

CPI Application



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 49 49

Click on 
Browse
to find 
and 

select 
extract

CPI Application
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CPI Application

Browse to the 
K:drive 

Second folder 
find GOSEND 
the CPIR01 if 
it is for CPI 1
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CPI Application
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Status Message Line

52

CPI Application
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Data Have Errors    or        Processed Failed

CPI Application
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Investigate an error or warning 
and address the issue 

triggering the validation check. 
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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.
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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.
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Student Class - Error E5019

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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Student Class - Error E5083

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 Main Menu SC006

SC006 Student Class Reports
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Student Class Report 
SC006 Error E5019
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How to Research an Error
Determine why the record received the error:
What is the error message really telling you?

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.
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Student Class Report 
SC006 Error E5083
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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 – 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.



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 66

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
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SC020-EIP Class without Teacher 
with EIP Job Code
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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.

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.

131
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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.
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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.
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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 6. 
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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 
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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 
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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.
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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. 
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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 (PII) 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 “Files”               
option.

7. Enter your message text.
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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.
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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

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

pmiller@doe.k12.ga.us404-290-8530
GTID Administrator and Data Collections 
Specialist
(GUIDE, Private School Collection, EOPA)

Patty Miller

cgarber@doe.k12.ga.us404-304-5200
Data Collections Specialist
(Student Record, Free & Reduced Meal)

Carl Garber

sarmour@doe.k12.ga.us678-590-9861
Data Collections Specialist
(Student Class, Course Table Maintenance)

Sharon Armour

kagreen@doe.k12.ga.us404-295-8841
Data Collections Specialist
(CPI, PC Genesis)

Katie Green

irish.saxton@doe.k12.ga.u
s

404-304-3346
Data Collections Specialist
(FTE, Data Collections Survey, School Calendar)

Irish Saxton
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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

https://community.gadoe.org/• Take a tour. Go to 
https://community.gadoe.org

• 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.

www.gadoe.org

@georgiadeptofed

youtube.com/georgiadeptofed


