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PCGenesis and the CPI 
Process



Reporting of 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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Cycle One

October 2 to 23, 2018

Data used for T&E funding, HB280 
incentives, and reports Cycle Three – LEAVE 

July 11- 25, 2019

Cumulative leave for year

Data used for analysis and      
reports
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A, B, C  Records

A & D Records

Cycle Two

March 7-28, 2019

Data used for analysis and reports



‘A01’ Record – Basic Demographics

FISCAL YEAR
REPORT PERIOD
SYSTEM CODE
SOCIAL SECURITY NUMBER
RECORD TYPE
GENDER
BIRTH DATE
EMPLOYEE NUMBER
PERSONNEL ID NUMBER
EMPLOYEE TYPE
ETHNIC HISPANIC
RACE INDIAN
RACE ASIAN
RACE BLACK
RACE PACIFIC
RACE WHITE
LAST NAME
FIRST NAME
MID INITIAL

Unique 
Per 

Person

Demographics
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Unique 
Per 

Person

‘B01’ 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
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‘C01’ Record(s) – Job Assignments

FISCAL YEAR

REPORT PERIOD

SYSTEM CODE

SOCIAL SECURITY NUMBER

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

Unique 
Per 
Person

What 
Employee 

Does
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Who is Reported in CPI ?

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

Data Element called EMPLOYEE TYPE
11/16/2018 7

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 
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OR

Report an A, B, C, and D record 

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

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  

Regular Employee



• 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.  
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Report A Record 

Long Term Substitute



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 IDEA 
Reporting  ***
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Report an A and C record 

Third Party Contractor



11

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 (S)
• Technical Specialist (TS)
• Permit (P) certification



What is a Classified Employee ?

11/16/2018 12

Employees performing duties that do not require 
certification 

Example: Bus Driver or School Food Service

CPI Overview



o State funding for certified staff
o (Training and Experience – T&E)

o Math/Science Incentive Funding (HB280)

o Determine Teacher Shortage Areas
o Program Reviews
o State/Federal Reporting
o Title I Comparability Report

o PSC to determine Infield Status for
Every Student Succeeds Act (ESSA) 
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HOW CPI Overview
How is the Data Used
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Upload the data 
into the DOE 

portal

Enter the data into 
your system

Correct your errors

Check the Student 
class report to make 

sure all teachers 
reported in Student 
Class is reported in 

CPI  

Print 
and 

verify 
your 

reports

Gather your data Ex. 
New contracts, salary 

guide, updated 
certifications

Verify your 
data with 
program 

managers or 
any other 
pertinent 

persons in your 
district 

Superintendent 
Signoff

Check your 
staff for 
proper 

certification

Extract 
the data out 

of your 
system 

formatted 
like the File 

layout



http://www.gadoe.org/
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Public Website
CPI Documentation



To View Documentation on Public Website 
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CPI Documentation



PCGenesis Documentation



PCGenesis Documentation



PCGenesis Documentation



PCGenesis Documentation



PCGenesis Documentation



PCGenesis



PCGenesis



PCGenesis





PCGenesis



PCGenesis



PCGenesis



F2,F2 

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



PCGenesis



PCGenesis Documentation



PCGenesis



PCGenesis



What does the CPI Rollover do?

PCGenesis Documentation



Quick Note

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 FI



http://www.gadoe.org/Technology-Services/Data-
Collections/Documents/CPI%20Documentation/FY2019/FY2019%20CPI%20Transmission%20Dates.pdf

PCGenesis



FY2019 CPI 
Transmission Dates



PCGenesis



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



Step 2
Upload the extract via the PSC Data Request

Next, click on the upload button.



PCGenesis



PCGenesis



Step 21 CPI-In-Progress Report and Transmission File

PCGenesis



Local Data System

Extract

Upload to
DOE

Application

Archived Data *

Production Data

CPI
Ex: PC Genesis or  local vendor system

Text file

storage after cycle

current cycle

* Note:  Once data is “archived” after each cycle, you 
cannot view the employee detail reports. 44
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Extract
• 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++)

How it works
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How it works

The 
information 

on the 
extract is 
formatted 
from our 

DOE 
document 
called a 

File Layout 



Identifies data elements in each layout 
(record) and their placement in each record.
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How it works



A text editor uses a 
character ruler 
which is better 
than an inch ruler 
used in Word.
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How it works



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

Personnel Demographic Information - A Record

Element Record Positi
on

Description
Field
Type

Field
Length

Required for: Edits Edit#

FISCAL 
YEAR

A01 1-4 Current fiscal 
year

N 4 Certified,
Classified,
Active,
Terminated

FISCAL YEAR must be all four digits of the current valid fiscal year - e.g. fiscal 
year from July 1, 2017 to June 30, 2018 = "2018"

E010

REPORT 
PERIOD

A01 5 Identifies the 
CPI reporting 
period.

A 1 Certified,
Classified,
Active,
Terminated

REPORT PERIOD must be the current valid CPI period:
"1" = October
"2" = May
"3" = July

E020

SYSTEM 
CODE

A01 6-8 School System 
code.

A 3 Certified,
Classified,
Active,
Terminated

SYSTEM CODE must be an active school system code in the Facilities 
Database.

E041

EMPLOYEE 
CODE

A01 9-17 Employee’s 
Social Security 
Number

A 9 Certified,
Classified,
Active,
Terminated

SOCIAL SECURITY NUMBER must be employee's 9-digit Social security 
Number, right justified with expressed leading zeros.
SOCIAL SECURITY NUMBER must be unique for every RECORD 
TYPE = "A01" in file for one SYSTEM. 
All personnel reported as active in CPI 2006-2 must be reported as either 
active or terminated in CPI 2007-1.
SOCIAL SECURITY NUMBER must be unique for every RECORD 
TYPE = "A01" in entire STATE where TERMINATION CODE = zeros.

E064
E805
E2016
W805

RECORD 
TYPE

A01 18-
20

Identifies part of 
the record 
layout.

A 3
Certified,
Classified
Active,
Terminated

RECORD TYPE must = "A01".
Every active employee where TERMINATION CODE = zero or blank must 
have RECORD TYPE = "C01".
Every employee with a RECORD TYPE = B01 must have a record with RECORD TYPE = ‘A01’
Every employee with a RECORD TYPE = ‘C01’ must have a record with RECORD TYPE = ‘A01’
Every employee with a RECORD TYPE = ‘A01’ must have a record with RECORD TYPE = ‘B01.’

E802
E803
E3033
E3034
E303549

How it works



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

Need 
Login 

Access?



Application Selection

51

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

CPI Application

Don’t 
see CPI 
Active ??
Contact 

your 
Security 
Officer



Select Transmission Period
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October 2017 is 
Fiscal Year 2018

All previous cycles will 
have summary reports, but 

no personnel detail

CPI Application

Click on the Current cycle to get 
to the main menu
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CPI Application

Select this 
link to 

upload the 
extract file 

(s)
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CPI Application

Click on 
Browse
to find 

and 
select 
extract



Browse to the K:drive Second folder find GOSEND the 
CPIR01 if it is for CPI 1





Status Message Line
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Data Has Errors or Processed Failed



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



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’.)



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’.)



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



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’.)



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



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

102 Course Work
(Minimum 21 semester hrs/35 quarter hrs)

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

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

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

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

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

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

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

CHARTER/ SWSS WAVIER
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REPORT TO MONITOR
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Subject Matter 
Code

Code Description

010 Agricultural Business & Production Technology

012 Agricultural Business & Production Technology

013 Agricultural Business & Production Technology

018 Agricultural Business & Production Technology

 Teaching assignments are broken out by subject taught.

 First two digits indicate the subject area.

ITEM TO REMEMBER
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ITEM TO REMEMBER

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

 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
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ITEM TO REMEMBER

 Subject Matter codes should reflect the 
specialized fields of study wherever possible.
 Reduces necessary changes in In-Field reporting for 

PSC

 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
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ITEM TO REMEMBER
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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

ITEM TO REMEMBER
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ITEM TO REMEMBER
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ITEM TO REMEMBER
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ITEM TO REMEMBER
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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 I Am Here For You!!!!
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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.

Thank you for your kind attention!




