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What is CPI?

Reporting of certified and classified personnel based
on their role within your district

Certified and Classified Personnel Information
(Board Rule 160-5-2-.50)




When is Data Collected?

A, B, C Records

Cycle One

Data used for T&E funding, HB280
incentives, and reports Cycle Three — LEAVE
July 11- 25, 2019

Cycle Two Cumulative leave for year

March 7-28, 2019 Data used for analysis and
Data used for analysis and reports reports




What Data is Reported?

Unique ‘A01’ Record - Basic Demographics
Per

p FISCAL YEAR
erson REPORT PERIOD

SYSTEM CODE

SOCIAL SECURITY NUMBER
RECORD TYPE

GENDER —
BIRTH DATE

EMPLOYEE NUMBER
PERSONNEL ID NUMBER
EMPLOYEE TYPE
ETHNIC HISPANIC

RACE INDIAN >‘[ Demographics

\

\

RACE ASIAN

RACE BLACK

RACE PACIFIC

RACE WHITE

LAST NAME

FIRST NAME

MID INITIAL —




Unique

Per
Person

What Data is Reported?

‘BO1’ Record - Contract and Certification Information

FISCAL YEAR

REPORT PERIOD

SYSTEM CODE

SOCIAL SECURITY NUMBER

RECORD TYPE

CERTIFIED EMPLOYMENT BASIS

CLASSIFIED EMPLOYMENT BASIS

PAYROLL YEARS OF EXPER-IENCE 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

LOCAL YEARS OF SERVICE

STATE HEALTH PLAN —

Contract
and Cert
Data




What Data is Reported?

‘C01’ Record(s) - Job Assignments

. "~ FISCAL YEAR
Unique REPORT PERIOD
Per SYSTEM CODE
Person SOCIAL SECURITY NUMBER
| RECORD TYPE N
ASSIGNMENT SCHOOL CODE

ASSIGNMENT PERCENTAGE OF TIME
ASSIGNMENT TYPE CODE

ASSIGNMENT CERTIFICATE TYPE What
ASSIGNMENT JOB CODE

ASSIGNMENT SUBJECT MATTER CODE Employee
ASSIGNMENT FIELD CODE Does

ASSIGNMENT FUND CODE
ASSIGNMENT CONSOLIDATED FUND FLAG




Who is Reported in CPI ?

Regular Employee - are employees that have a direct contract with
the District and Retired teachers who come back to teach full time
not restricted to the salary schedule minimums

Long Term Substitute - a person that is to temporarily serve in a
permanent vacant position.

Third Party Contractors- Not hired directly by the district

Note: In order to define the types of employees that need to reported
we use the

Data Element called EMPLOYEE TYPE

11/16/2018




Regular Employee

EMPLOYEE TYPE =blank/null
. Direct contract with school district
«  Visiting International Faculty (VIF)

OR
EMPLOYEE TYPE = “B”

*Direct contract with school
district

Retired teachers who have come back
to teach full time not restricted to
the salary schedule minimums

Report an A, B, C, and D record




Long Term Substitute

- EMPLOYEE TYPE = “L”
» Hired directly by the district.

* Has an hourly service agreement to occupy a vacant permanent
position.

* Must teach in the same vacant position, or replace the same \
permanent employee, for at least 4 weeks to be considered “long
term”. (Title II-A definition)

* Does not earn T&E dollars.

Report A Record




Third Party Contractor

EMPLOYEE TYPE = “P”
* Not hired directly by the district.

« Independent contractors (Tax Form 1099)
- Staff hired by and paid through another agency / private
company
* Ex. Nurse hired through a hospital

* Does not earn T&E dollars.

*** Required for Infield Determination for (PSC) and |D
Reporting ***
Report an A and C record




What is a Certified Employee ?

Certified Personnel -individuals trained in education
who hold the following certifications which are issued
by the Georgia Professional Standards Commission.

» Teaching (T)

« Leadership (L)

» Service (5)

« Technical Specialist (TS)
» Permit (P) certification




CPI Overview

What is a Classified Employee ?

Employees performing duties that do not require
certification

Example: Bus Driver or School Food Service

11/16/2018




HOW

CPI Overview
How is the Data Used

o State funding for certified staff
> (Training and Experience — T&E)
Math/Science Incentive Funding (HB280)

©)

Determine Teacher Shortage Areas
Program Reviews

State/Federal Reporting

Title | Comparability Report

O O O O

PSC to determine Infield Status for

O

3 CERTIFICATE $ 1

<
<
<
R

N

13




Check your
staff for
proper
certification

Enter the data into
your system

Upload the data
into the DOE
portal

Extract
the data out
of your
system
formatted
like the File

EALXIO

Mt

Gather your data Ex.
New contracts, salary
guide, updated
certifications

Correct your errors

erify your
data with
program
managers or
any other
pertinent
persons in your
district

Check the Student
class report to make
sure all teachers
reported in Student
Class is reported in
CPI

Print
and
verify
your
reports

Superintendent

Signoff



CPIl Documentation
Public Website

http://www.gadoe.org/

Search this site... L

Q00000

Richard Woods, Georgia's School Superintendent

State Board &
LATEST

Students make m on ESSA: For Georgians by Georgians

spring 2018 Georgia Milestones assessments ™ B T8

Scores increase or hold steadyin
22 of 26 subject areas




CPIl Documentation

To View Documentation on Public Website \

- & Search this site... P
Gabo 000000

Seeiai Richard Woods, Georgia's School Superintendent




PCGenesis Documentation

Search this site... P

Q000006

Richard Woods, Georgia's School Superintendent

& Divisions Programs & Initiatives Data & Reporting Learning & Curriculum State Board & Policy

Eiinsmipe D aarabinne
Finance & Operations

h = Technology Services = Technology Services +PCGenesis

PCGenesis

Financial Accounting and
Reporiing System Operations
Guide

Payroll System Operations
Guide

Personnel System Operations
Guide

Certified/Classified Personnel
Information (CPI) System
Operations Guide

Budget System Operations
Guide

Contact Calendar

PGGenesis

= Financial Accounting and Reporting Svslém/Operations Guide

= Payroll System Operations Guide

= Personnel System Operations Zuide

= Certified/Classified Persnnn’el/mformaiion (CPI) System Operations Guide

= Budget System Operations Guide

= | UAS Manual

= Technical System Operations Guide




PCGenesis Documentation

Search this site..

@@0@00

Georgia Depariment of Education Richard Woods, Georgia's School Superintendent

Offices & Divisions Programs & [nitiatives Data & Reporting Learning & Curriculum State Board & Policy

Finance & Operations Contact Calendar

= Technology Services
= Technology Services +PCGenesis - Certified/Classified Personnel Information (CPI) System Operations Guide

PCGenesis Certified/ Classified Personnel Information (CPI) Sys
Financia Accounting and Operations Guide

Reporting System Operations
Guide

Payroll System Operations

SAiide s Checklists

Personnel System Operations
Guide

s PCGenesis Certified/Classified Personnel laformation
{CPI) Checklist for Cycles One and Tw

e’



PCGenesis Documentation

PCGenesis Certified/Classified Personnel Information (CPI) Cycles One

and Two Checklist

Contact the Technology Management Customer Support Center for assistance as needed.

Step

Action

Perform a PCGenesis Data Backup.

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

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

Make sure the correct termination dates exist on employees’ payroll and personnel
records. Do NOT change the Tnclude on CPI ? flag to N (No) 1f 1t is presently Y (Yes).

Payroll Systei Operations Guide, Section B: Payroll Update Processing, Topic 3:
Updare/Display Personnel Information

If the employees® vears should not be incremented: Make sure the ddvance/Tnhibit
flag for the employees” biographical record 1s correctly set. (F4, F1)

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

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

Enter or verify the GaDOE termunation date on the CPI Process Control Inguiry screen.

CPI System Operations Guide, Section I: Special Functions

(F4. F31.F9)




PCGenesis Documentation

8 Screen-print the CPI Process Control Inquiry screen. (F4, F31, F9)
CPI System Operations Guide, Section I: Special Functions

9 Perform the CPI Rollover. (F4,F31,F12)

CPI System Operations Guide, Section I: Special Functions

10 Screen-print the CPI Process Control Inquiry screen. (F4, F31, F9)
CPI System Operations Guide, Section I: Special Functions

11 OPTIONAL: Update emplovees’ certificate information using the Professional
Standard Comumission’s (PSC’s) downloaded file. (F4. F13. F5)

CPI System Operations Guide, Section G: Certificate File Maintenance
12 Print the Employees’ Expired Certificate Report. (F4, F7, F3)
ICPI System Operations Guide, Section E: CPI Report Processing

Georgia Department of Education
July 2, 2018 - 11:31 AM - Page 1 of 2
All Rights Reserved.
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13

View and modify Certified employees’ certificate information as needed. (F4, F1)

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

14

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

Print the Multiple Record Proofing Report. (F4, F7.F7)
CPI System Operations Guide, Section E: CFPI Report Processing

16

Prmnt the Employees with Questionable CPI Include Status Report. (F4, F7, F8)
CPI System Operations Guide, Section E: CPI Report Processing

17

OPTIONAL: Pnnt the Certified Emplovee Biographical/Certificate Information
Report. (F4,F7,F1)

CPI System Operations Guide, Section E: CFPI Report Processing

18

OPTIONAL: Prnnt the Non-Certified Employee Biographical/Certificare Information
Report. (F4, F7,F2)
CPI System Operations Guide, Section E: CPI Report Processing

19

OPTIONAL: Prnt the Suninary Proofing Report. (F4, F7,F10)
CPI System Operations Guide, Section E: CPI Report Processing

20

Print the Certified/Classified Emplovee Error List. (F4, F7,F6)
CPI System Operations Guide, Section E: CPI Report Processing

21

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

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

22

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




PCGenesis

Business Applications

FEey Haster Henu
1 | -- Financial Accounting & Reporting System
2 -- Payroll System
3 - - Personnel System
4 -- CertifiedfClassified Personnel Information Swstem
£ - - Budget Swstem
F0 | -- System WHilities

MASTER

14 _82_88

_ 5 | -- CPI1 Salary Schedule
_ 7 | -- CP1 Reporting Menu
2 Verify the CPJ Salary Schedule for the current CPI cycle exists. (F4, F5)

CPI System Operations Guide, Section D: CPI Salary Schedule Processing




PCGenesis

Salary Schedule: 2819 (CCYY)

im PCG Dist=6791 Rel=18.01.00 08/12/201%8 KOG 002 SW CADEVSYS CASECOMD LTBLUE (= &=
|

Salary 3chedule 2819 HOT FOUND? F13 to Create

Enter Salary Schedule or Press F16 to Exit.
:m:lv =1 Fig CREN 16.82.08

Fiz
Fig l

™

v

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




PCGenesis

Enter the upload File Path and Name (e.g. C:\TEMP\SALSCHED.CSU )

PF18=Brouse for file

ENTER-Validate, F16=Exit o
v 10 16.02.00




I&] Select the Salany Schedule CSfle

GU| v Computer » Windows7_05(Ch » Temp »

- | 4} | | Szarch Temp

Organize + MNew folder = [ @
. 5 £ i i
B Esiarites o Marme Date modified Type Size
1% iCloud Photos L UPDT 11222016 11:39 ... File folder
& WindowsT_05(C) I[Li 20165alanySchedule.csy 672372015 2:20 PM kicrosoft Excel C... 2 KR
& OneDrive B 2017SalarySchedule.csy 10772016 L25 PK Microsoft Excel C.., KB
B Desktaop = Bl 2019%alarySchedule.csv 9/12/2018 330 Ph Microsoft Excel C., 2KE
%2 Recent Places ﬂ:] Classified_SHBEP.csw 127472015 1:31 PhA Microsoft Excel .. 4 KR
~a Libraries = enrollment-confirmPy LT pdf 11/3/2016 14T PR Adobe Acrobat D, 17 KE
3 alary Schedule.p | obe Acrobat D,
=L FY2017 Salary Schedule.pdf 10/7/2016 124 PhY Adobe Acrobat D 10 KE
a Libraries Tifl @ GROSSEXP.CSYW 13/14/2016 228 &AM Microsoft Excel .. 219 KB
|j Documents | INSTLPCG 11212016 250 PR File 135 KB
J' rusic [E] RELinstl.bat 114172016 859 4k Windows Batch File KB
[=| Pictures 351 Salched.csv 971472017 1237 PM - Microsoft Excel C.., KB
B2 videos 4| Win2008R2_SQL2012_Config.ini 3f5,/2018 12:30 PR Configuration sett.., 1KE
1M Computer
£, WindowsT_0S (T3
D e e ) i
File name: SALSCHED.CEY
Open |v] [ Cancel
3 Enter, update, and upload the CPI Salary Schedule for the current vear, where

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




PCGenesis

B PCG Dist=6791 Rel=13.0L.00 09/12/2018 KCG 002 5% CADEWSYS CANSECOMND LTELUE

Enter the upload file Path and Hame (e.g. C:A\TEMP\SALSCHED.CSU )
C:ATEMPA2B12SALARYSCHEDULE .CSU

EHTER=Process, Fl1o=Reenter

4 - & F10 o
'16#
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




PCGenesis

E PCG Dist=6791 Rel=18.01.00 0971272018 KCG 002 5% CADEWSYS CASECOND LTELUE

Enter the upload file Path and Hame (e.g. C:\TEMP\SALSCHED.CSU }
C:ATEMPY2@19SALARYSCHEDULE .CSU

#x% JHPORT FILE SUCCESSFULLY LOADED =%

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




PCGenesis

E PCGE Dist=6791 Rel=18.01.00 0971272018 KCG 002 =W CADEWSYS CASECOMND LTBLUE

STATE 3Salary Schedule: 2819 {(CCYY)
STATE SALARY SCHEDULE
Years Sal
Exp Step T-1 =2 BT-4 -4 BT-5 T-5% BT-6 T-6 BT-7 =7
a,1,2 32217 33154 32217 34092 36308 397286 41754 44303 47183 49176

- M

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




PCGenesis

PCG Dist=8991 Rel=18.03.00 11/02/2018 DOE 00D KASYSTEM  KASECCND GREEM — O =
/ \ Update/Display Personnel Data PAY B2
Status T -- FASAN, KESDRICK
Emp. no. B2762 Pay Loc 1 Location 888061 Class 13 SUBSTITUTE BUS DRI
3ex Code F Work Loc 8812 Location 868812 Job 32 SUBSTITUTE BUS DRI
Har Stat 3 SSH 999 B8 9762 EED-5 Job NB2 Substitute
Note: In the Ethnic 4 BLACK
NAME First HKESDRICH Hiddle EED-5 and CPI Ethnic/Race:
case where the Last FasaH SUFFix Prefix Hispan:‘:l:fLatinu Ethnicity?
. Yesf* No
term date is 1nddress 1242 MATN STREET Certificate Type Race (Select all that apply)
. Address L2 C51 Job {(from CPI) %99 " Yesi No Am Indian Alaskan
not in the CPI City/State SHITH , GA Include on CPI 2 H & ¥ez{ Mo Black
: : Z2ip Code 33333 County 168 Sick Bank ? N T Yes( Mo UWhite
term]nat]on Phone (9993555-0239 Out of State Substitute rank ~ Yes®™ MNo Asian
date range For Cell phone )086-paeag Override accrue? " Yes™ Mo Hawaiian Pacific
: Adj Luv Elig Date
the October Spouse SSH Ly Reason Hax
. Birth Date /0171966 Hours Per Day
collection use Hire Date 8/05/2016  Hrs/Week 6.08 Pens Elig Date
Rehire Date GHI Eligible 7 H TRS DDE Paid ERCON 7 H
07/04/current Background Ck GHI 1ST Day Wrk Health ins flag N
Date of Death GHI Cover Start Participate in GHI ? H
year For the Elig for Rehire ¥ GHI Final Ded Dt GHI BOE Transfer in? N
MarCh use Term Date 12715720918 GHI Coverage End GHI Option HE MHOT ELIGIBLE
Term Reaso 9 GHI Change Code HEHP GHI Tier aa MOT ELIGIBLE
12/25/past RESIGHATHIN GHI Ded Cd
*xxxxx TAXN DATA =*xxxx
year Federal: HMar Stat S Exempt 1 Withholding Code 8 Amnt/% .08
State: HMar Stat A Allowance HMar 6 Dep 1 Withholding Code 6 Amts% -Bo
| tax switches: Fed ¥ State ¥ FICA ¥ Pension H REIC
- B "4 0§ e = POV 5 4 P A 17.03.08
o [ Per |Ded | Gis |W/H | Lv | vtd | Help | Adj | FICA | Gar

F2,F2

Make sure the correct termination dates exist on emplovees” payvroll and personnel
records. Do NOT change the fnclude on CPT ? flag to W (INo) if it is presentlv Y (Yes).
Payroll System Operations Guide, Section B: Paoroll Update Processing, Topic 3:
Undate/Display Personnel Informaiion

TP ol e T ey e R N e D O St i i e e L i e R e R e e e |

e W L e s Ll ey S A L e T R




PCGenesis

Hational cert: H (Y or H)

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

zal employment basis: 1.21

Emp. basis-cert.: @8.88 Emp. basis-class: 1.21
Annual contract sal: 3 . 8@ Annual classified sal: 4% 4@,581.34
state minimum salary: 3 -8@
Innual contract days: Annual work days: 238
Termination date: Rehire date: 7783728056

Termination reason:

Long term sub®: H (¥ or N)

Setting the Advance/Inhibit Flag on an employee’s record to A (Inhibited Due to Performance). or E

(Inhibited Due to Lack of Experience). prevents the employee’s pay step from being incremented by one
during the CPI Rollover. PCGenesis clears the Advance/Inhibit Flag when the CPI Rollover 1s
completed.

h

If the emplovees® vears should not be incremented: Make sure the AdvanceTnhibit
flag for the employees’ biographical record is correctly set. (F4.F1)

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




PCGenesis Documentation

To increment the employee’s vears of experience during the CPI Rollover: Leave the
Advance Inhibit field blank.

To prevent the emplovee’s years of experience from being incremented during the
CPI Rollover: Enter A (Inhibited Due to Performance), or E (Inhibited Due to Lack of
Experience) in the Advance Inhibit field.

] Prunt the Certified Employees with Advance/Inhibit Flag of A & E Report. (F4,F7.19)
CPI System Operations Guide, Section E: CPI Report Processing




PCGenesis

CPI Process Control Inquiry CPICH319
*#x* THE CURREHT TRANSHISSION CYCLE IS 1 *xxx
District Mame 679 JASPER COUNTY BOARD OF ED
Beginning School Year 2818 Ending School Year 2819
Last Rollover Date B9/13720818 Last Rollover Cycle 3 Last Rollover User EEB
Final Transmission Date 8971272818 Final Trans. Cycle 3 Final Trans. User  KCG

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

Date Time Cycle User

8e/12/2818 16241235 3 KCG
Terminated Employees will be Reported: From Date T Date
Cycle 1 B3/83/2018 18/83/2018

(1]

18/
Cycle 2 18/B4/2018 B3/81/2019
Cycle 3 B7/81/2018 673072019

When Processing Rollover Cycle from 2 to 3, Employees who
have been Terminated Prior to: 83/82/2819 will be Deleted.

I ENTER TO UALIDATE OR F16 TO EXIT
12.62.88

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




PCGenesis

Certified/Classified Personnel Information System CPICPA3

FHey CPI Special Functions HMenu

5 | -- Replace Work Locations in Payroll Master File
6 | -- Replace Pay Locations in Payroll Master File
= Update Job Code for CPI{Payroll{CS-1

9 | -- CPI Process Control Inquiry

12 | -~ CPI Rollover Processing

et | | [ [ | | [ [ | | | | | U
N e A N I I A N A I

9 Perform the CPI Rollover. (F4. F31.F12)
CPI Svstem Operations Guide, Section I Special Functions
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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 is 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 incremented by one year. 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.

|

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




Quick Note

s

.

When rolling over CPI if it does not rollover try
to recreate a transmission file then try roll over again

To run transmission file F4 F9 FlI

~




PCGenesis

CPI Process Control Inquiry
District Hame
Beginning School Year 2618 En

Last Rollover Date B9/1372018 Last Rollover Cycle

#3%x% THE CURRENT TRANSHISSION CYCLE I3 1 sesxx
679 JASPER COUNTY BOARD OF ED

ding School Year 2819

3 Last Rollover User EEB

Date
B89/1272018

Time
16:41:35

Final Transmission Date B69/12/2818 Final Trans. Cycle 3 Final Trans. User

Transmission File Creation Information
Cycle

3

KCG

User
KCG

CPICHM319

Terminated Employees will be Reported:
cycle 1
Cycle 2
Cycle 3

From Date To
B83/03/20918
d8/84/72018
B7/81/2018

Date

18/83/2018
B3/p1/2a019
8673872019

When Processing Rollover Cycle from 2 to 3, Employees who
have been Terminated Prior to: 8378272819 will be Deleted.

ENTER TO UALIDATE DR F16 TO EXIT
12.082.008

10 Screen-print the CPJ Process Control Inguiry screen. (F4,. F31. F9)
CPJI Svstemn Operations Guide, Section I: Special Functions

ttp://www.gadoe.org/Technology-Services/Data-
ollections/Documents/CP1%20Documentation/FY2019/FY2019%20CP1%20Transmission%




FY2019 CPI
Transmission Dates

FY2019 CPI Transmission Dates

Cycle One
Tuesday, October 02, 2018

Tuesday, October 09, 2018
Tuesday, October 16, 2018
Tuesday, October 23, 2018

Transmissions for CPI Cycle 1 begin

Last date for initial transmission of CP1 Cycle 1 data
Duplicate record deadline

Sign-off date for CPI Cycle 1 data

Deadline for Superintendent’s sign-off

Valid termination date range for October CPI 2019-1 = 03/02/2018~ 10/02/2018

Cycle Two
Thursday, March 07, 2019

Thursday, March 14, 2019
Thursday, March 21, 2019
Thursday, March 28, 2019

Transmissions for CPI Cycle 2 begin

Last date for initial transmission of CPI Cycle 2 data
Duplicate record deadline

Sign-off date for CPI Cycle 2 data

Deadline for Superintendent’s sign-off

Valid termination date range for March CPI 2019-2 = 10/03/2018 — 03/07/2019

Cycle Three
Thursday, July 11, 2019
Thursday, July 18, 2019
Thursday, July 25, 2019

Transmissions for CPI Cycle 3 begin.
Last date for initial transmission
Final transmission date & Signoff Deadline

10

Screen-print the CPT Process Conifrol Inguiry screen. (F4. F31, F9)

C.PI System Operations Guide, Section I: Special Functions
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Certified/Classified Personnel Information System

FKey Certificate File HMaintenance Henu
1 | -- Cenrtificate File Maintenance
3 | -- Create SSN Export File for PSC

5 | -- Upload GaDOE-SSN 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. F5)
CPI System Operations Guide, Section G: Certificate File Maintenance




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.
89999908703
899999087044 Each row in the file is just 12
899999087051 digits long. The file name
899999087052 should end with “txt”.
899999087054
899999087055
899999087058 1 OPTIONAL: Update employees’ certificate information using the Professional

Standard Commission’s (PSC’s) downloaded file. (F4, F13_F5

899999087078 CPI Sysiem Operations G{i?:; ;gcﬁon G; Cgrrgimf‘iFﬂe Mafn:mame-




Step 2
Upload the extract via the PSC Data Request

BEEE

CPI Main Menu

No data has been transmitted for this system.

Report Menu

Funding Reports Menu

CPI File Upload

Selecttousetheupload option.

CPI Add/Edit/Delete

Validation Routing

ADHOC Que

Status Check List

PSC Data Request

Georgia Dep
CPI (Certified/Classified
PSC File Trans

System: 601 Appling County
Select the PSC file to Upload

Send this file: |

wse. | | Upload DetaFile |

Then, usethe Browseto select your
extractfile,

of Education

formation) Data Collection System
enu Oct, 2015 CPI Cycle 2016-1

Next, click on the upload button.

11

OPTIONAL: Update emplovees™ cerfificate m.ﬂnmalmn using the Professional
Standard Commussion’s (PSC’s) downloaded file. (F4. F13.F3)
CPI Sysiem Operations Guide, Section G: Certificate File Maintenance




PCGenesis

CERTIFIED/ HON-CERTIFIED WORREEHEET
SO0RT OSRDER: LOCATION/CLASS ALEHE

EHPFLOYEE HAME =

FRAY CLASS 3 - o X = : 2 1 153 OE/200E
WORE Lo [=h8:l=] HASHINGTON PARE AEHIRE DATE: 10/1 ICLE
STATOS : T TERMTIHATTON:

1472018
SEX: FRESTOCRATTON
ETHENTC CODE RACE OODNE3 - WEITE
CERTIFICATE DE/Z0/ 2011 CERT Th: F: ®
CERTIFICATES <8 FILE
FIELD CODE FTIELD MWREME CEBET TYPE FROF/EENEWN WVALID FRiM TO

CTLEARMRCE ¥ oT/OL/Z01S
TEACHER SUPPFOERT IFECTA T ¥ o7/0L /2015
ER SUPFCRT AND COACHTHEG B ¥ LSOOI 016
G ENDORS EMEMT ¥ oIOLS2e1S
O — TR ¥ a7/01 /2815
ON-LANGUAGE ARTS ¥ a7/01 /2815
ON-3CTATL. SCTERCE 4 QTS0LSZ01S oo
~ENT TON— 4 aYfo1/2815 Zozn
COACHIRG ENDORSEME ¥ 1S 0IFFE1E  EOF0
CERTIFIED SMFLOYMEKT BERSIS: f1-O0-FULL TIME, O0.5~-HALF TIME, 2.00-INFIELE TIME (MR} ]
CLASEIFIEDF BEMPLOYHENT AARATS: 41.00-FULL TIME, O0.5-HALF TIME, 2.00-INFIHLE TIM |

AOVREC INSIBIT: {BLANN=RIT IMHISITED, E=LACHK OF EXFERIENCE, A=0UTHER)

AHNTIAL CONTRROT DRYS:

AESTORMENT CERTIFIED LOCATION Jo8 STUB.JECT FIELD TYPE
[543 COIE CODE ocone FIIND CONSCL. PERCENT

1.
2.
-

4.
5

[

14 Prnt. edit, and complete the CPI Worksheet for each emplovee’s personnel record. (F4.
F1. F5)

CPI System [Operations Guide, Section E: CPI Regport Processing




PCGenesis

e A ke e FREE 1
] CERTTFTED/CLASATFIED EMPLOYEE EREOR LIAT
IMPLOYEE IMFLOYEE KAME AZETCMMENT EREOR MESSAGE
58K LOCATTON
I - o13% RIO1Z PROFESSIONAL CERT AVATLASLE BUT NOT OSED IN ASGH
I o ITICATE SEVEL WOT VALID
1.0 s TIFIED EMFLOYMENT BAS » O WITHOOT *C' ASSTGNMENT
oao ECOZ]  COMTRACT DRYS BOT VALT
ECOZ4 WO ASSTGHMENT FOUMD FOR: HON-TESMINATED EIWFLOVEE
I e oo ECSEZ. ANNUAL WORK DAYS LESS THAE 1 OR GREATER TERE &0
1
i TRED CERTIF:
WiO0L  ENPIRED CERTIFICATE
WCODS  EXPIRED CERTTFICATE
I G ECOLI CERTIVICATE LEVEL HOT UALTD
1.00 ECS20 CERTIFIED EMFLOYMENT BASTE > O WITHOOT *C' ASSTONMENT
oao ECO21 TOMTRACT DAYS MOT VALID
ECOZ4 WO ASSICHMENT FOUND FOR HON-TERMINATED
I 0185 WCOLZ  PROFESSIORAL CERT AVATLASLE BUT NOT USED IN REGE
I 0195 4748300 ANHUAL CONTRACT BALARY LESS THAN STATE MIKTHIM
I o1ma PROPESSIGEAL CERT AVAILASLE BOT NOT USED IN ASGH
I 108 o mSzs > 5, 6O TN AsarcHEMT
ooo ANNUAL WORKE DAYE T THAR OR GREATER THAM 260
Nt ASSTGNMENT FOUND FOB. HON-TERMINATED EMFLOVEE
I I o TEICATE LEVEL NoT UALTD
o201 1,00 RTIFIED EMFLOYMERT BARIS > O WITHOOT "C' ASSTGHMENT
0101 oo COMTRACT DAYS HOT WALTD
o2 HO ASETGHMENT FOUND FOR BON-TERMIMATED EIMFLOYEE
I alm 474E5.00 KNMTTAL CONTRACT SALAAY LESS THAN STATE MINIHDM
I v IFICATE LEVEL WOT VALID
1.0 TFIED FMFLOVMENT BASIS > O WITHOOT 'O ASETGHMENT
ooo SMTRACT ORYE HOT VALID
ECOZ4 MO ASSTGNMENT FOUWD FOR HON-TESMIHATED EMPLOYEE
I I e RI0DS  EXPIRED
E RCO0S  EXPIRED
E WCOOE  EXPIRED
B WO00L  EXTIRZD
E WCO0E  EXPIRED
E WIO05  EXPIRED
E W05 EXPIRED

] Print the Certified/Classified Employee Ervor List. (F4.F1.F6)
CPI System Operations Guide, Section E: CPI Report Processing




PCGenesis

Step 21 CPI-In-Progress Report and Transmission File

[F]" PCG Dist=6791 Rel=1801.00 00/1372018 KCG 001 5V CADEVSYS CASECOND LTELUE = ™
- —
CPICH4AR

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

CASECONDNGOSENDACPIR18681

21 Complete the CPI Detail In-Progress Report (F4, F9. 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




From Your Local System to CPI

Ex: PC Genesis or local vendor system

Local Data System CP'

current cycle

» Production Data

Extract

Text file

Archived Data *

storage after cycle

* Note: Once data is “archived” after each cycle, you

cannot view the employee detail reports. “




How it works

Extract

e Text file located on PC hard drive or
server

« Formatted to meet GaDOE requirements
« Can be viewed in text editor

« Some text editors evaluation copy free on
web

(ex: Ultra Edit, NotePad++)




Glo

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent
“Educs i

g Georgi's Future

GEORGIA DEPARTMENT OF EDUCATION (GADOE)

Office of Technology Services - Technology Management

'FY2019 CPI File Layout

The
information
on the
extract is
formatted

from our
DOE
document
called a
File Layout

How it works

FY2019 CPI Data File Layout

Document Revision Updates
_DATE DATA
07/01,/2018 Annual U
O7/0L/2018 | ASSIGNMENT JOB CODE | Modify edit E1022- ASSIGNMENT JOB CODE not valid for Consolidated Funding.
07/01/2018 | ASSIGMMENT SCHOOL Modify edit £1023- ASSIGNMENT SCHOOL CODE not isted on approved
CODE consolidated Funding school fist.
O7/01/2018 | ASSIGNMENT FUND CODE | Remove edit £1024 — District total for Conselidated Funding is greater than the
Resource Aliocation. Ses repart CPOS0 for more information.
O7/01/2016 | ASSIGNMENT FIELD CODE | Update edit £643, E6461, ES5E, £691— to add ASSIGNMENT FIELD CODE “105,
‘106" to all errors
07/01/2018 | ASSIGNMENT TYPE CODE | Change W62 to Edit E6280- Charter School reported with no certified employees.
|All ASSIGNMENT TYPE CODE = 'N'|. Please verify data.
07/01/2018 | ASSIGNMENT FIELD Remove Data Element ASSIGNMENT FIELD STATUS
STATUS
O7/01/2018 | ASSHGMMENT FIELD Madify Edit E665 to remove verhiage , ASSIGNMENT FIELD STATUS
STATUS
O7/01/2018 | ASSIGMMENT FIELD Remove edits E588 ASSIGNMENT FIELD STATUS must be one of the following
STATUS valid values:
I = In-Field
0" = Dut-of-Field
07/01/2018 | ASSIGMMENT FIELD remaove edit £673 - IT ASSHGNMENT FIELD STATUS = 'O, ASSIGNMENT JOB CODE
STATUS must = 085-199, 400-439, 600, 610, 615, 621, or 641.

Georgia Department of Ecucation
M. Richard Woods, G2orzia’s School Superintendent
0S/05/2048 * Page 3




How it works

Personnel Demographic Information - A Record

This record contains basic demographic information regarding employess incduding name, date of hirth, ethnicity, and gender. This record is reported in CPI cyde
1 & 2 for all EMPLOYEE TYPES [P’ = 3rd-Party Contract, L' —Long-Term Substitute, ‘B’ = 5B 327 Retiree and Blank/null = regular employee) and oycle 3
for EMPLOYEE TYPES ("B’ = SB 327 Retiree and Blank/null = regular employes). Edits highlightad in yellow are new for CP1 2010,

Personnal Demographic Information — A Record

Cycle Feld Eequired Lemgth Starting Ending Description
Type = Position  Paosition
AQL FSCALYEAR ALL i} Certified, L 1 £ Current Fscal year E0LD - FISCAL YEAR must be all four digits of the

Classified, eurrent valid fiscal year
Aczive,
Terminated
AQL | REPORT AL A Certified, 1 3 5 Igentifies the CPl reporting E020 - REPORT PERIOD must be the curnent valid
PERIOD Clzssified, period CPI perind:
Active, ‘1" = Dctober
Terminated “2°= March
I = Juy
A0L | SYSTEM CODE sl a Certified, 3 & g School Systermn code. ED30 - SYSTEM CODE maust be an active school
Classified, system code in the Focifities Dotoboxa.
Ackive,
Terminated
401 | EMPLOYEE AL A Certified, a 9 17 Employes’s Azsigned ED64 — EMPLOYEE CODE must be employes’s 5-
CODE Clazsified, Humber digit Sodal Security Number, right justified with
Active, expressed leading zeros.
Terminated

EBOS —EMPLOYEE 0ODE mwst be unigue for every
RECORD TYPE = “A01" in file for one SYSTEM.
E2016 - Al personnel reported as acthve in CP1
2015-2 must be reported AD] as either active or
terminated in P 20015-1.

EBO50- EMPLOYEE CODE must be unigue for every
RECORD TYPE = 'A01" in entire state where
TERMINATION CODE =

E292 - 47 race indicators for employes cannot
equal N

Identifies data elements in each layout

(record) and their placement in each record.




How it works

A text editor uses a
character ruler
which is better

What An Extract Looks Like . . . | tenaninch ier

CPI-Subj2007-1-611A01-B01 txt* |
o Aodod l Ak L

-~ e

-‘.UUI;OL£|OOOOOUOUAUL 2CPPPPPPPP, - Escreessssss:154210 sessssssses

5 2007161 1888888888 B0110000000306LEN0062181320000000001900000 ¢+ + s+ +00s s+ =sssssss
6 2007161 1|86B868686888)
7 200761 477777777 PAOLF2SCHHHH, - IRENE-S-+++++++++++---19410622000010009-++==*++=:+~
8 2007161 Y777777777B01D0O00100000 + » -+000000000001849798000182 12006050500+ + === s s v
9 20071611666666666A01LFZMCDDDDDDD, *JEAN-++++*+*+++++++19540130000010017

10 200716116 66666664B0O1]

11 2007161 1666666666C0O101051000CI-+T11497276400 ¢+ s s s s s s s s s s s ssssssssssssssnssnnss
12 2007[1|61YSS5555555A01LF2LITTTT, *MYRNA-Mr s+ v v eeeee0++19400606000010027 ¢+« »
13 2007161155555555$5B01049000002 64L6N0046756920000000001900000+ + ++««++00-

14 ZO071|61155555555%C01010500500CI+- 11009208085+ s s s s s s s s s ssessssasnssssssssssssnsss
18 2007[1|61155555555$C02D1050500CI+-T141973B08B00 ¢+ s cecesssscscsscnsssnsssanscnccs
16 20071/61144444444
17 20071/6114444444494B010000100010+ + - +0000000000016109980001820+ +++ =+« ++00+ v s sse
18 2007116114449444944944C0101051000N* *TRA61 v v e v +sD0r s v v s s v s s nnnsnnarssnnnnnns

19 2007]1|61133333333JA01M2RRRRRRRLD, *ROBERT ** ++ ¢ s+ ¢+« +++19430620000010033 + ¢+ =«
20 20071/611§333333333B0110000000244L6N00S09430000000000019000012006060600 ¢+ » + » »
21 20071/611§222222223 A0OLMZRRRRN, - PETER-JOSEPH-++++++++++19540702000010045+ » + -
22 2007)11611222222222B0110000000266L6N0082219420000000002100000+ +++++++00*+ v s s s s s
23 2007[1/6112222222223C01D1051000CI+*L61597870400 ¢+ s+ s ssssssssaansssnnsnsns

24 2007[1/611j111111111A01FZ2LLLG, *MARY -He s cec e+ +19520523000010047 "«
25 200711611]111111111B0110000000195LSNO0OS5472000000000001900000»» s s s s a0 v v s v v v oo
26 2007)1/611111111111C0101051000CI--T10070020800+***==**ssssssssssssns R
27




How it works
Comparing Extract Data to Layout

A-Record - Demographic Data
20181611888888888A01F2MMMMMMMM, JOAN KAY  19491120000010005

Personnel Demographic Information - A Record
Field | Field Requited for: Edits Edit#
Element Record | Positi | Description Type Length
on
FISCAL A01 1-4 | Current fiscal N 4 Certified, FISCAL YEAR must be all four digits of the current valid fiscal year - e.g. fiscal | E010
year Classified, year from July 1, 2017 to June 30, 2018 = "2018"
YEAR Active,
Terminated
REPORT A01 5 Identifies the A 1 Certified, REPORT PERIOD must be the current valid CPI petiod: E020
CPI reporting Classified, "1" = October
PERIOD period. Active, "2" = May
Terminated "3" = July
SYSTEM A01 6-8 | School System A 3 Certified, SYSTEM CODE must be an active school system code in the Facilities E041
code. Classified, Database. \.
CODE Active,
Terminated
EMPLOYEE A01 9-17 | Employee’s A 9 Certified, SOCIAL SECURITY NUMBER must be employee's 9-digit Social security | E064
Social Security Classified, Number, right justified with expressed leading zeros. E805
CODE Number Active, SOCIAL SECURITY NUMBER must be unique for every RECORD E2016
Terminated TYPE ="A01" in file for one SYSTEM. W805
All personnel reported as active in CPI 2006-2 must be reported as either
active or terminated in CPI2007-1.
SOCIAL SECURITY NUMBER must be unique for every RECORD
TYPE ="A01" in entire STATE where TERMINATION CODE = zeros.
RECORD A01 ;3— Identifies part of | A 3 glc::stft‘::ld RECORP TYPE rvnust ="A01". B E802
the record Active Every active employee where TERMINATION CODE = zero or blank must | E803
TYPE layout. Terminated have RECORD TYPE = "C01". E3033
Every employee with a RECORD TYPE = B01 must have a record with RECORD TYPE = ‘A01 E3034

Every employee with a RECORD TYPE = ‘CO" must have a record with RECORD TYPE = ‘A01
Every employee with 2 RECORD TYPE = ‘A01’ must have a record with RECORD TYPE = ‘B01.”

49




CPI Application
Logging into the “Portal”

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

' 2 >,
Pleuse Log In Helpful links
- MyGaDOE Online Guide

- 5aDOE Public Website
¢ Information Systems
» AYP & NCLE

. Georgea Standards

» Data Collections

. Financial Reports

» Report Card

o -
F & Username: | kagreen@doe.k12.ga.us |
a OE Password: | sesesanes |
ol sl

Giorgls Departmunt of Dducation I forgot my passphrase! Login

Righard Woods, Gesrpla's Sehoal Suporimendon
Mtz ading Gacrglas Fure”™

£ B B B & B 2B

L3

This website requires Cookies be enabled inyour browser.

/1)

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




CPI Application
plication Selection

You may just one option available to you,
depending on your access authority

File Edit View Favorites Tools Help

i;ééms

Gearaia Dopariment of £40

(Y Site Navigation
Home
Logout

@l Information Technology

@lFmomes Jooa 8 c b £ o6 on o1

Surveys options | B

New (0) || Saved (0) |[ Submitted (10) || Approved (10)

Ne new surveys available

SLDS Support
CCRPI
AYP Reports

Consolidated
Application

COPS Financial

v

Special Education
Annual Reports

v| v |v| w

Data Cellection
View Documents

Facility and School
Registry

CPI Codes
CPI-Active

Error Admin

Finance Applications b
Invoice Application b

Free and Reduced
Lunch

GDOE User Admin

Full Time Equivalent

School Nutrition b

GUIDE

Monitoring 3

PRE-ID

Message Center
Grants Application b

Private School
Collection Main Menu

MSIX Administration

Student Class
Application

Student Record

Teacher Class

CTAE Reporting [
Scholarship .
Application

Technology 'S
Inventory

Title I Comparability b
COPS Planning 3
SE Applications
Dashboard

1.7 My Favorites

[=] Online Web Resourcas

Don’t
see CPI
Active ?7?

Contact

your
Security
Officer




October 2017 is CPI Apphcatlon .
Fiscal Year 2018 | Select Transmission Period

teorgia Department of Education CPI Transmission Cycle Menu
Transmission Period
Transmission Cycles Current Documentation
| Menu for July, 2018 (CP| 20183

Pl Menu for March, 2018 (CPI 2018-2 * CPIFie Layout MEW
Pl Menu for Cctober, 2017 (GP1 2018-1) * CPI-PSC Certificate File Layout and Edit Rules
CPI Menu for July, 2017 (CPI 2017.3)

CPI Menu for March, 2047 (CPI2017-2

CPI Manu for Qetober, 2016 (CP1 2017-1)

CPI Menu for July. 2016 (CPI 2016-3

CP! Menu for March, 2016 (CPI 2016-2

CPI Menu for October, 2015 [CPI 2016-1)

GPI Menu for July 2015 (CPI 2015-3

CPI Menu for March, 2015 (CPI 2015-2

GPl Menu for October, 2014 (CP1 2015-1)

CPl Menu for July, 2014 (CPI 2014-3

CPI Menu for March, 2014 (CP| 2014-2)

CPI Menu for October. 2013 (CP1 2014-1)

CPI Menu for July. 2013 (CPI 2013.3)

Click'on the Current cycle to get  All previous cycles will
to the main menu have summary reports, but

no personnel detail 52




CPI Application

CPl Main Menu

CPI Main Menu

FReady to Signoff.

&
[
[
[T

=
&l

()
E&

[

— =
5 B EE

Beport Menu

CP| File Uploa

CPl Add/EditiDelete

Delete All Data for this System
‘Validstion Routine

Manual Relief Request

ADHOC Query

Status Check List
CPI Primary Contacts

SC00E-Missing TeacheriMissing Assignmient

PSC Dats Request
Transmission System
Transmission Status

Admin/Helpdesk Menu

Select this
link to
upload the
extract file

(s)




CPI Application

Upload Screen

| Address | &] https:{jportahiat/CPIMainMenu. aspx?oid=46028

uoneBiney

‘Appling County - 601

CPI Data Collection for Fiscal Year 2007

o To upload a single file, first you must select a file containing relevant data in the appropriate Cl]Ck on
format Then, click the Upload File button

e To upload multiple files, first you must check the Multiple Files check box Second, for each Browse
file to be uploaded, you must specify the file then click the Upload File button. Finally, after tO f'l nd
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 and
file list

o In addition, you can remove any file from the file list by clicking the Remaove button. Thig, se leCt
button displays to the right of each file in the file list

extract

File Path: [ Browse.. | uUpload File_|

Multiple Files: I

Back to CPI Menu




4 )

Browse to the K:drive Second folder find GOSEND the
CPIRO1 if it is for CPI 1

N J

[F]" PCG Dist=6791 Rel=18101.00 00/1372018 KCGODI SV CADEVSYS CASECOND LTELUE =R
- —
CPICH4G0

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

CASECONDNGOSEHDACPIR 1881




Jasper County - 679

File : CPIR1801 was uploaded successfully

CPI 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 mulbiple 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 addifion, you can remove any file from the file list by clicking the Remove button. This button dispiays to the right of each file in the file list.

File Path : | Browse.. || Upload File

Multiple Files = [

Back to CPI Menu




Validation Process - Error Checks

CPI Main Menu

Data being validated. Please try again later. Status Message Line

Report Menu

ADHOC Query
CPI Primary Contacts

PSC Data Request
Transmission System
Transmission Status
Admin/Helpdesk Menu




Data Has Errors or Processed Failed

CPI Main Menu

Dats have Emmors.

Beport hMenu

Funding Reports Menu

CF! Fiie Upload

CPI Add/Edit'Delats

Delete All Diata for this System
Validation Roufine

5 &
g B

Manual Relief Request

DHOC Que

[

Status Check List

BE B I

CPI Primary Contacts

E

SCO06-Missing TeacherMissing Assignment

| B

PSC Data Reguest
Transmission System
Transmission Status

Admin/Helpdesk Menu




Clicking on the Data Has Errors bring you
to a detail of the errors

{E:rur&:: Error Description ;“ET::;
ES40 BIRTHDATE makes employee less than 15 or greater than 80 years old. If BIRTHDATE i= not correct, enter the correct BIRTHDATE.
EB20 ASSIGNMENT CERTIFICATE TYPE P2L only valid with CERTIFICATE FIELD CODE 710
EE24 CERTIFIED EMPLOYMENT BASIS is greater than zero but there is no ASSIGHMENT TYPE CODE ='C.
EE25 CLASSIFIED EMPLOYMENT BASIS iz grester than zero, but there is no ASSIGNMENT TYPE CODE = "N
All non-termination data elements in the B-record must be biank when reporting & terminated employes, See CPI18-B EG29 Clear Data Report for fist of

E&Z9
employees
Ega CERTIFICATE LEVEL does net match PSC. Enter the most recent active CERTIFICATE LEVEL issusd by PSC. {Exception: Charier Waiver or Certificate
—— Pending)
Eq47 For acfive employee with EMPLOYEE TYPE = blank or 'B', the ANNUAL CONTRACT SALARY for CLASSIFIED and AMNUAL CONTRACT SALARY for

CERTIFIED cannot both be zero.
EE48  TOTAL AMNUAL SALARY FOR CLASSIFIED EMPLOYEE must be greater than zero.
EGED COMNTRACT DAYS FOR CERTIFIED EMPLOYEE is less than 1, greater than 260, or biank,

ASSIGNMENT CERTIFICATE TVPE must be a valid CERTIFICATE TYPE for employee in PSC Database unless CERTIFICATE FIELD CODE =
EG31  '98938' {Pending), "101°, "102°, 103", 104" | "105" or "1D6' {Charter Waivers). if employee's paperwork requesting new or renewal certificate has been sent to
PSC but cenificate has not yet been izsued, enter "898' for pending cerificate.

ASSIGMMENT FIELD CODE must be a walid CERTIFICATE FIELD CODE for employee in PSC Database, except where ASSIGNMENT FIELD CODE =
EEDE  '998' (Pending), "101', 1102°, 103", 104" '"105° or 106 (Charter Waivers). If employee's paperwork requesting new or renswal cerfificate has been sent fo
PSC but centificate has not yet been issued, enter "998" for pending certificate.

E802 Mo azsignments found for non-terminated employee. Enter assignment information if not terminated, or TERMINATION CODE and TERMIMATION DATE.
016 Al perzonnel reported as active in previous CP| cycle must be reported as either active or terminated in the curmrent CPI cycle.

Employee with CERTIFIED EMPLOYMEMNT BASIS = 1, when prorated for CERTIFIED EMPLOYMENT BASIS of 1, ANMUAL CERTIFIED SALARY iz =

state minimum.

WE3Z ASSIGHNMENT JOB CODE of 080, 434, 612, 613, 648, 845, and 845 reported with Secondary Fund code of '0D"

WE4E  Waming: Full Time Equivalent Salary for Certified Employee is greater than 5100,000.00

WESZ2  Wamning: ANNUAL WORK DAYS FOR CLASSIFIED EMPLOYEE is zero or is greater than 262.

The combination of ASSIGNMENT FUMD CODE and Special EAIGNETS ASSIGNMENT JOB CODE will not be eligible for T&E Funding. {Cnly FUND
CODE 'D0' is eligible for T&E funding. )




E691 - ASSIGNMENT CERTIFICATE TYPE must be a valid CERTIFICATE TYPE for employee in
PSC Database unless CERTIFICATE FIELD CODE = ‘998’ (Pending), ‘101’, ‘102’, ‘103’, ‘104’,
“105’, or ‘106’ (Charter Waivers).

(Note: ‘Condition’ in PSC Database must be translated to ‘Type’.)

Georgia Department of Education Errors and Warnings Detail
Oct. 2018 CPI Cycle 2019-1

. Em Last Name, First Error . .
# Cod':a Name ML Coile Error Message Data Submitted Input Field

ASSIGHNMENT CERTIFICATE TYPE must be a valid CERTIFICATE
TYPE for employes in PSC Database unless CERTIFICATE FIELD
CODE = '888" (Pending), “101', "102'. 103", 104", "1D05' or

106" {Charter Waivers). If employee's paperwork requesting new or
renewsl certificate has been sent to PSC but cerificate has not yet
been issued, enter "598' for pending certificate.

ASSIGHNMENT CERTIFICATE TYPE must be a valid CERTIFICATE
TYPE for employee in PSC Database unless CERTIFICATE FIELD
CODE = '988" (Pending}, “101', "102', 103", 104", "105' or

108" {Charter Waivers). If employes's papsrwork requssting new or
renewal certificate has been sent to PSC but cerificate has not yet
been issued, enter "5538' for pending certificate.

ASSIGHNMENT CERTIFICATE TYPE must be a valid CERTIFICATE
TYPE for employee in PSC Database unless CERTIFICATE FIELD

—_— P CODE = '098" (Pending), "101', 102", 103", "104' , “105" or :
3 B9 106" {Charter Waivers). If employee's paperwork requesting new or ¥ Certificate Typs

SIT Certificate Type

SIT Certificate Type

renewal certificate has been sent to PSC but cerfificate has not yet
been issued, enter "955' for pending certificate.

ASSIGHNMENT CERTIFICATE TYPE must be a valid CERTIFICATE
TYPE for employee in PSC Database unless CERTIFICATE FIELD
CODE = '998" (Pending), 101", 102", 103", "104' , “105' or

106" {Charter Waivers). If employee's paperwork requesting new or
rencwsal certificate has been sent to PSC but cerdificate has not yet
been issued, enter "9598' for pending certificate.

ASSIGNMENT CERTIFICATE TYPE must be a valid CERTIFICATE
TYPE for employee in PSC Database unless CERTIFICATE FIELD
CODE = '098" (Pending), "101', 102", 103", "104' , 105" or

106" {Charter Waivers). If employes's paperwork requesting new or
rencwal certificate has been sent to PSC but cerdificate has not yet
been issued, enter "998' for pending certificate.

ASSIGNMENT CERTIFICATE TYPE must be a valid CERTIFICATE
TYPE for employee in PSC Database unless CERTIFICATE FIELD
CODE = '998" (Pending), 101", 102", 103", "104' , “105' or

106" {Charter Waivers). If employes's paperwork requesting new or
renewal certificate has been sent to PESC but cerfificate has not yet

MT Certificate Type

MT Certificate Type

14T Certificate Type




E691 - ASSIGNMENT CERTIFICATE TYPE must be a valid CERTIFICATE TYPE for
employee in PSC Database unless CERTIFICATE FIELD CODE = ‘998’ (Pending),
“101°, “102°, “103’°, “104’, “105’, or ‘106’ (Charter Waivers).

(Note: ‘Condition’ in PSC Database must be translated to ‘Type’.)

Edit
Personnel Demographic Information- A Record
EmpCode: _ Employee Type Race Indian:
Last Name: R Eirth Date: (mmiddiyyyy) N Race Asian:
First Name: A G:nder F Race Black:
Middle Initial D Race Pacific:
Ethmic Hispanic: M Race White:
Personnel Demographic Information- B Record
CERTIFIED CLASSIFIED
Termination Code 0 Employment Basis 1000
Termination Date Contract Days 180
Stop Here For Terminated Employee! Contract Salary 4482700
Certified Years Experience o
State Health Plan [Y/N) ¥ State Pay Step 3
CPI DERIVED FIELDS {for DOE use only) Payroll Certificate Level 5
Full Time Equivalent Certified Salary (Cert 44027
Emp Basis X Cart Salary) 5
Assignment Information- C Record
Percent Assignment Certificate Subject Certificate Fund Consolidate
e of Time :ms Type e H:’t:er Field Code  Fund Flag
T—Se hool 400 C SIT 114 260 748 00 N
0108 Schoal 600 G ST 114 400 T48 0o M
PSC Details if available
Cert Level Effective Date Provision Flag Certificate Field Code Begin Date End Date
5 0812015 F PRT 750 07012018 061302023
5 0812015 F PRT 281 0710142015 0813002023
3 812015 F PRT Tdg 07/01/20186 063072023
5 38MO2015 F PRT 278 D7oqr2018 363072023
F c 854 O7io1/2018 De302023




505-3-.01 REQUIREMENTS AND STANDARDS FOR APPROVING
PROFESSIONAL EDUCATION UNITS AND EDUCATOR PREPARATION
PROGRAMS.

Fields in strilcesutfornt with a dark grey background hawve expired. If all fields have expired, the certificate has
expired.

This Certificate of Eligibility is NOT an educator certificate and DOES NMOT CERTIFY the holder for any
teaching position in Georgia.

Eligible Field Begin Eligibility End Eligibility

CLEARAMNCE CERTIFICATE [FLDG694] o07/01/2017 06/30,/2022

The Clearance certificate is issued at the request of a the employing Georgia local unit of administration (LUA) to
educators who satisfactornly complete fingerpnnt and background check requirements and do not have a certificate
that is currently revoked or suspended in Georgia or any other state. All educators employved by a Georgia LA must
hold a Clearance certificate. There are no academic reguirements necessary to gualify for this certificate. All holders
of this certificate are subject to the Georgia Code of Ethics for Educators.

*11T MIDDILE GRADES (4-8) - MATH [FLD351] 12/10/2016 0s/30,/2021

MIDDLE GRADES (4-8) - SOCIAL SCIEMCE

1271072016 o&/30/2021
[FLOB854] Sl T

*I1T

The Induction certaficate is the second tier of Georgia’s tiered certification structure. In addition to successful program
completion and a passing score on all reguired assessments, employment 1in a Georgia school 15 required to eam the
Induction Certificate. In order to receive the educator certificate descnbed above, the individual must be emploved in
the designated certificate field by a Georgia local unit of administration (LUA&), and the employing LUJA must request
the issuance of the educator certificate from the Georgia Professional Standards Commission (GaPSC). Should this




E691 - ASSIGNMENT CERTIFICATE TYPE must be a valid CERTIFICATE TYPE for employee in
PSC Database unless CERTIFICATE FIELD CODE = ‘998’ (Pending), ‘101’, ‘102’, ‘103’, ‘104’,

“105’, or ‘106’ (Charter Waivers).

(Note: ‘Condition’ in PSC Database must be translated to ‘Type’.)

Georgia Department of Education CPI Employee Record Detail
Oct, 2018 CPI Cycle 2019-1 I Coune
Edit

Perzonnel Demographic Information- A Record

EmpCode: Employee Type
Last Name: Birth Date: (mm/dd/yyyy)
First Name: Gender:

Middle Initial : L]
Ethnic Hizpanic:
Personnel Demographic Information- B Record

Termination Code 0 Employment Basis
Termination Date Contract Days
Stop Here For Terminated Employee! Contract Salary
Certified Years Experience
State Health Plan (YIN) M State Pay Step
CPI DERIVED FIELDS (for DOE use oniy) Payroll Certificate Level
Full Time Equivalent Certified Salary (Cart Emp -
Basis X Cert Salary) 537,365

Assignment Information- C Record

Race Indian:
- Race Asian:
Race Black:

Race Pacific:

N  Race White:

CERTIFIED CLASSIFIED
1000
180
3736500

3
3
4

Percent Aszignment Certificate

Subject Certificate Fund Consolidate

ROt Sclinok - of Time TYPE Type Job Code prtter Field Code  Fund Flag
19.0 C 14T 107 230 730 oo M
490 c 14T 107 231 730 oo N
T.0 E 14T 107 232 i) oo M
250 [ ¥ 14T 120 320 70 oo N
PSC Details if available
Cert Level Effective Date Provision Flag Certificate Field Code Begin Date End Date
F [ £84 07/1/2015 06302020




PSC Information
https://www.gapsc.com/Certification/Lookup.aspx

Certification Loolcum

To check certification, enter either certificate number or educator’'s name below.

Certification Io: | |

-1
First mname: |_ First MNMame — | Special Characters are nokt allcweed?
Last name: I— Last Mame — I SEpecizi CTharacters are nokt allcoww=d?

| Submit | | Clear

Fields in strilcesst fornt with a dark grey background hawve expired. If all fields have expired, the certificate has

expired.
. Current Begimnmimng S
LB F Tt I o s End Walid
ype irs SSLe e v alidi o alidity
c S 2 o091 7/2015 09/ /17/2015 o7/ 012015 06/30/2020

CERTIFICATE [FLDGS4]

The Clearance certificate i1s issued at the reguest of a the employing Georgia local unit of administration (LUA) o
educators who satisfactonly complete fingerpnnt and baclkground checlk requirements and do not hawve a certificate
that is currently revoked or suspended in Georgia or any other state. All educators emploved by a Georgia LA must
hold a Clearance certificate. There are no academic reguirements necessary to qualify for this cerisficate. all holders
of this certificate are subject to the Georgia Code of Ethics for Educators.




Important Points




101

102

103

105

104

106

CHARTER/ SWSS WAVIER

Academic Major

Course Work

(Minimum 21 semester hrs/35 quarter hrs)
GACE

In-Field by CTAE Equivalent Requirements

Meets LEA PQ Requirements
Does Not Meet ESSA In-Field Requirements

Does Not Meet LEA PQ Requirements
Does Not Meet ESSA In-Field Requirements

LEA Uses GaDOE Charter/SWSS Waiver to Meet
ESSA In-Field and LEA PQ Requirements T& E Yes

LEA Uses GaDOE Charter/SWSS Waiver to Meet
ESSA In-Field and LEA PQ Requirements T& E Yes

LEA Uses GaDOE Charter/SWSS Waiver to Meet
ESSA In-Field and LEA PQ Requirements T& E Yes

LEA Uses GaDOE Charter/SWSS Waiver to Meet
ESSA In-Field and LEA PQ Requirements T& E Yes

LEA Uses GaDOE Charter/SWSS Waiver to Meet LEA
PQ Requirements; However, the Teacher Does Not
Hold GaDOE In-Field Equivalent Credentials T& E

Yes

LEA Hires/Assigns the Best Available Teacher Who

Does Not Meet LEA PQ Requirements. The Teacher
Does Not Hold GaDOE In-Field Equivalent
Credentials T&E NO



REPORT TO MONITOR

67 SC006 Transmission on 08/17/2018 03:07:37 pm - Data Have Errors
Georgia Department of Education

NOTE: This report s available in CP and in Student Class. ES083 is generated when the COURSE TEACHER CODE is not found in CPI
The E5019 s generated when the COURSE TEACHER CODE does not have a teaching assignment code in CP, If a COURSE TEACHER CODE is being generated for bath E5019 and 5083, the
ES083 will take precedence over the E5019 and only the E5083 will be isted in this report,

Student Class Teacher not Reported in CPI
Addl. Addl.
Course | Addl. Course 5 Class
chool ShiooiName | Teather ITesther Cada Course | Course |Online-|Teacher Last| Teacher Course Secion Job Jab Title Error Hemii
D Cinle 1 Teacher | Teacher | Course Name First Mame| Mumber Number Code Code
Code 2 | Code3
0108 |Jasper County | ***** 0000 N 60.0710000| OOO ES0B3 | Missing
High Schoal Teacher in CPI
0108 |lasper County | **++* 0000 N 60.0720000| 0OOO ESDB3 | Missing
High Schoal Teacher in CPI
0108 |lasper County | ***** 0000 N 60.0730000 000 ESOB3 | Missing
High School Teacher in CPI




ITEM TO REMEMBER

SUBJECT Matter Codes

Matching course to state codes

o Teaching assignments are broken out by subject taught.
o First two digits indicate the subject area.

Subject Matter

Code Description

Code

010 Agricultural Business & Production Technology \
012 Agricultural Business & Production Technology

013 Agricultural Business & Production Technology

018 Agricultural Business & Production Technology




ITEM TO REMEMBER
SUBJECT Reminders

Matching course to state codes

o Third digit is the Type of Instruction (Modality)
231 = Remedial
232 = Gifted Education
233 = Distance Learning
238 = Special Education
230 = All Other

o Combining Subject with Type of Instruction: Example:

English Language Arts (LA) = 23.XXXXXXX
231 = Remedial LA
232 = Gifted Education LA
233 = Distance Learning LA
238 = Special Education LA
230 = All Other LA

1




ITEM TO REMEMBER

Subject Reminders

o Subject Matter codes should reflect the
specialized fields of study wherever possible.

+ Reduces necessary changes in In-Field reporting for
PSC

0 Subject codes 930-958 are not valid for
teachers for Job Codes 080-199 (teachers).

« These are still valid for any position above 199 (non-
teacher)

+ Elementary codes can still be used (920-928) where
appropriate

AL L O

Mt



ITEM TO REMEMBER

71

ESSA PQ/ In-field G-CASE (73\",05
Understanding PQ & In-Field ...

ngia’s Future™
E2doe.org

Parapmfe:ssmm Isand
‘teachers must mieet /
federal and state
certification
muﬁemm\ts '

In-Field
Teachers who are
teaching in the field in
which they are certified.
GA allows LEAs who
waive certification to
establish in-field by
asserting experience in
CPI through degree,
coursework or content
testing.

9 Lemwn_wm'




ITEM TO REMEMBER

ESSA PQ/ In-field G-CASE

Clearance Certificates
O.C G A §520-2-80, 20-2-200, 20-2-2111, 20-2-2065, GaP5C & SBOE Rules

ALL Georgia LEA teachers, school or school system
administrators, and paraprofessionals MUST hold a
Clearance Certificate.

A Clearance Certificate is a certificate issued by the
Georgia Professional Standards Commission that

verifies that an educator has completed fingerprint
and criminal background check requirements.

S

Mt



ITEM TO REMEMBER

» All teachers and paraprofessionals are first tested for a clearance certificate
» All paraprofessionals are identified using CPI

» Teachers are identified using Student Class and cross-referenced with CPI to
verify several variables

» Teacher courses are collapsed into one record even if the courses deal with
gifted, ESOL, and SWD

» ESSA In-Field does NOT use the course or subject modality code to determine
credentials for Gifted, ESOL or SWD
XX.X course number - Student Class
XXX of subject code - CPI




e

Mt

ITEM TO REMEMBER

ESSA PQ/ In-field G-CASE
Commonly Confused Concepts apaons

Waiver v Waiver
Waiver — GaPSC Certificate

Issued by the GaPSC, a waiver certificate
(W) can be requested by a LEA for a
teacher who does not meet certification
requirements, but who is the most
qualified candidate for employment.

Waiver — GaDOE Approved Charter or
Strategic Waiver Application

Submitted by a LEA, an approved charter
waiver or strategic waiver application
allows LEAs to waive the requirement for
an education to hold a certificate issued
by the GaPSC.

OE

Georgia’s School Superintendant
“Educating Geongis’s Fulune™

In-Field v In-Field

In-Field - GaPSC

GaP5C establishes in-field criteria by determining
which certification(s) are appropriate for each course.
LUAs are responsible for ensuring that educators are
assigned only within the field {subject area) and
grade level for which teachers have been prepared
and certified.

In-Field - ESSA

In Georgia, in-field for ESSA is based on GaP5C in-field
rules, but, in several specific scenarios, GaDOE has
different requirements for an in-field determination.

Example:

GaPSC In-field — Teachers holding a ‘N’ may be in-field
if assigned appropriately.

ESSA In-field — Teachers holding a ‘N’ are not in-field.




e
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ITEM TO REMEMBER

ESSA PQ/ In-field G-CASE (7&05
Special Education Teachers sy S

"Edwcating E!m;il’s Future'
gadoe.o;

NEW IN GEORGIA IN FY18
Under Georgia SBOE Board Rule Amended —July 20, 2017,
ALL LEA Special Education Teachers must be certified in
special education in the field in which the teacher s
assigned. This includes special education teachers in charter
schools, charter districts and strategic waiver districts.




ITEM TO REMEMBER

Gébor

Professional Qualifications for Teachers ety

Georgia's School Superintendent

“Educoting Georghr’s Future”
gadoe.org

What does ESSA say about qualifications?

ESSA says that state education agencies (SEAs) and
Local Education Agencies (LEAs) must ensure
teachers meet applicable state certification
requirements [Sections 1111(g)(2)(J), 1112(c)(6)].

\ 4

0.C.G.A. § 20-2-984 § 20-2-2065
Georgia law authorizes GaP5C lo Georgia law allows charter and
establish certification requirements. strategic waivers systems to waive

state certification for most
teachers.

S

Mt



ITEM TO REMEMBER

Report employee’s form first day of collection until
the last.

Please make sure all employee’s have Clearance
Certificates.

Make sure you are aware of all Third Party
Employee’s.
If you are taking advantage of services from other
districts please confirm that they are reporting the
employee’s in there CPI collection.

Remember Termination dates are just that
Termination dates.

Make sure you communicate with the
Superintendent about signings off before the
signoff date.

Look up your new employee’s in PSC to confirm
certifications information if you see an (*) contact
PSC to inform them that they are working for your

LEA.

Know that | Am Here For You!!!!




Need Assistance?

Please issue a dticket via email

dticket@doe.k12.ga.us
OR
Call the Help Line at

800-869-1011

Please indicate that this is a
CPI QUESTION.

Tharft you for yowy find altention’




Katie Green
Data Collections Analyst
kagreen@doe.kiZ.ga.us

Georgla Depariment of Fducation

1966 Twin Towers East
205 Jesse Hill Jr. Drive, SE Tel (404) 463-1946
Atlanta, Georgia 30334 www.gadoe.org

Richard Woods, Georgia’s School Superintendent
“Educating Georgia's Future”




