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CPI OVERVIEW

WHAT IS CPI

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

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

HOW IS THE DATA USED

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

 Math/Science Incentive Funding (HB280)

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

 Given to PSC for highly qualified
teachers process under ESSA

‘‘Every Student Succeeds Act’’
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CPI OVERVIEW

‘A01’ Record-
Basic 

Demographics

‘B01’ Record-
Contract and 
Certification 
Information

WHAT IS REPORTED
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CPI OVERVIEW

‘C01’ Records-
Job Assignments 

PSC 
Certification 
Information 

WHAT IS REPORTED
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CPI

PAYROLL

REGULAR” 
DIRECT 

CONTRACT 
EMPLOYEES

LONG-TERM 
SUBSTITUTES

ACCOUNTS 

PAYABLE

3RD PARTY 
CONTRACT 

EMPLOYEES

CPI OVERVIEW

May need to 
add online in 

CPI

WHO IS REPORTED

Normally 
provided  on 
the extract 

file from your 
Payroll System
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CPI OVERVIEW EMPLOYEE TYPE

REGULAR 
EMPLOYEE

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 )

*** Required 
for “In-Field”

Determination 
for Title II and 

IDEA 
Reporting  ***
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CPI OVERVIEW

EMPLOYEE TYPE

LONG TERM SUBSTITUTE

EMPLOYEE TYPE “L”

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) 

Hired directly by district to 
occupy a vacant permanent 

position. 

*** Required 
for “In-Field”

Determinatio
n for Title II 
and IDEA 

Reporting  ***
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CPI OVERVIEW

EMPLOYEE TYPE

THIRD PARTY 
CONTRACTOR 

EMPLOYEE TYPE “P”

Staff hired by and paid through 
another agency / private company 

Ex. Nurse hired through a hospital

Does not earn 
T&E dollars

Not Hired directly by 
district Independent 
contractors (Tax Form 

1099)

*** Required for 
“In-Field”

Determination 
for Title II and 

IDEA Reporting  
***
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EMPLOYEE 
TYPE Code

Personnel Record 
Layouts

Certified 
T&E $

L Long-Term Substitutes A No

P Third-Party Contracts A & C No

B SB 327 Employees
(direct contract)

A, B, & C Yes

Blank/null Other direct contract 
employees and VIF

A, B, & C Yes

CPI OVERVIEW

CPI RECORDS PER EMPLOYEE TYPE
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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

CPI OVERVIEW
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• Good Data Entry in Local System

• Causes Less Errors On Upload

• Can Prevent Loss of Funds

• For Local Software Assistance 

• Refer to vendor documentation

• Vendor Help Line

CPI OVERVIEW
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What is your Extract file
• 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++)

CPI OVERVIEW
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CPI OVERVIEW
WHAT AN EXTRACT LOOK LIKE



17 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
E3035

CPI OVERVIEW



18

CPI OVERVIEW
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CPI OVERVIEW



20 Check your extract instructions for location of  the extract file.  If 
you need further instructions, contact vendor, or PC Genesis 
representative.

CPI OVERVIEW
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CPI OVERVIEW

Once extract file is selected, 
the path of the file will display 
in the path box.  

Click on “Upload File” to 
execute the upload.
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CPI OVERVIEW

Do not confuse  “Upload Complete” 
(on screen) with Process Being 
“Successful” (message via email)
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• “Process Failed” message on Main Menu

• Email sent to person logged into CPI

• Indicates data lines that have error(s)

• Use text editor

• Check key fields first

• Do all the records line up?

• Look for unusual characters ($,%,!,etc.)

• Make corrections and re-upload

CPI OVERVIEW

IF PROCESS FAILS
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CPI OVERVIEW

CP008- Errors 
and Warning 

Summary
CP009- Error 
and Warnings 

Detail
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CPI OVERVIEW
ERROR SUMMARY REPORT CP008



26 ERROR AND WARNING 
DETAIL CP009

CPI OVERVIEW

Click on 
Employee 
Code to 
see the 
detail
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• Check  File Layouts

• Look at data element description in layout

• Look at error message

• Inspect data in local software

• Inspect data in CPI

CPI OVERVIEW

SOLVING ERRORS
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• Make corrections in local software

• Correct and re-upload to CPI

• Automatic revalidation

• Recheck CPI error listing

CPI OVERVIEW

CORRECTING ERRORS
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• Use for last-minute changes only!

• Online changes – two methods to access employee’s 
detail records:
• Add/Edit/Delete
• Error Listing Detail
•

• Revalidate after all corrections are made – you do not 
need to do after each record  

CPI OVERVIEW

CORRECTING ERRORS ON-LINE



TRANSMISSION 
DATES

30
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TRANSMISSION DATES

CYCLE 1 - OCTOBER
Report Active and Terminated Employees

 Tuesday, October 2, 2018 – Transmissions begin
 Tuesday, October 9, 2018– Initial transmission deadline

Purpose:  Removal of duplicate reporting by districts

 Tuesday, October 23, 2018 - Final transmission deadline 
 Deadline for Superintendent Sign-off

Valid termination date range for 
October CPI 2018-1 is 03/02/2018– 10/02/2018 A, B, and C

Records
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CYCLE 2 - MARCH

TRANSMISSION DATES

Report Active and Terminated Employees

 Thursday, March 7, 2019 - Transmissions begin
 Thursday, March 14, 2019 - Initial transmission deadline

Purpose:  Removal of duplicate reporting by districts

 Thursday, March 28, 2019 - Final transmission deadline
 Deadline for Superintendent Sign-off

Valid termination date range for 
October CPI 2018-2 is 10/03/2018– 03/07/2019

A, B, and C
Records
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TRANSMISSION DATES

CYCLE 3 - JULY

Leave Reporting for Fiscal Year

 Thursday, July 11, 2019 - Transmissions begin
 Thursday, July 18, 2019- Initial transmission deadline
 Thursday, July 25, 2019- Final transmission deadline

 Deadline for Superintendent Sign-off

Report cumulative leave taken for fiscal year.
A & D records only A and D

Records
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TRANSMISSION DATES
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TRANSMISSION DATES

PLAN YOUR CALENDAR

There are reasons for Deadlines:

 To resolve duplicates early in the cycle
 Please make the Initial Transmission deadline

 Let us know early if you are having local   system problems

 To build in time to handle the “unexpected”

 To build in time to review data and reports

 To avoid the dreaded “last-minute” stress!
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TRANSMISSION DATES

FTE SURVEY

Tuesday, September 11 to Tuesday, September 25

 Make sure your FTE Coordinator has the correct 
information on your: 
 HR/Payroll software
 Who your CPI Coordinator is
 Correct contact information for your CPI Coordinator:

o Email address
o Phone Number

 RESAs – survey link is located on the CPI fall menu



WHAT’S NEW
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NEW ASSIGNMENT 
CERTIFICATE TYPES

UPDATES FROM PSC
WHAT’S NEW
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WHAT’S NEW

NO LONGER ISSUED ASSIGNMENT 
CERTIFICATE TYPES
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WHAT’S NEW

NEW ASSIGNMENT 
CERTIFICATE FIELD CODES
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WHAT’S NEW

CHANGED ASSIGNMENT 
CERTIFICATE FIELD CODES
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WHAT’S NEW

CONSOLIDATED 
FUNDING

Removed Edit 

E1024 – District total for 
Consolidated Funding is greater 

than the Resource Allocation
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WHAT’S NEW
CPI FILE LAYOUT
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WHAT’S NEW

CPI FILE LAYOUT
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WHAT’S NEW

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



REPORTS
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REPORTS

Funding 
Reports

Report 
Menu

SC006
Missing 
Teacher/

Assignment
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REPORTS

Available as soon as Cycle 1 starts in October:
CP003 Certified Staff/FTE Experience (T&E funding)
CP038A HB280 Math/Science Eligibility - Grades 06-12 
CP038B HB280 Math/Science Eligibility - Grades KK-05 

NOT available until after the end of the fiscal year:
CP039 HB280 Secondary Math/Science Funded - Grades 06-12 
CP039 HB280 Secondary Math/Science Funded - Grades KK-05 
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REPORTS

Report to identify teachers to be submitted to Budget as eligible 
for possible annual stipend separate from T&E (CP038B)

• HB280 Grades  K-05 Math Science Eligibility Report for 
Stipend Award
Based on Certificate Field and Subject Matter and Years
of experience

• HB280 Grades K-05 Exception Report for Stipend Award 
Confirm Grades Taught Where Ambiguous

HB 280 – Elementary School  (Grades K-5)
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REPORTS

Reports to identify teachers to be submitted to Budget as eligible 
for possible incentive funding separate from T&E.(CB038A)

• HB280 Grades 06-12 Math /Science Eligibility
Based on Certificate Field and Subject Matter and Years of 
experience

• HB280 Grades 06-12 Exception Report
Confirm Grades Taught  Where Ambiguous

HB 280 - Middle and High School  (Grades 6-12)
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REPORTS TO MONITOR
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Report Menu is 
broken out by 
categories and 
link to PSC 
data…
 Transmission
 Certified
 Classified 
 All 

Employees
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CERTIFIED

CP003 Certified Staff /FTE Experience $
CP006 Employee Funding Source Summary

CP007 Employees Average Salary Summary CP011A CTAE- Contract Information

CP011B CTAE- Job Assignments CP012 Employee Record Summary

CP016 Employee Ethnicity and Gender CP022 Employee Funding Source Detail 

CP021 Teachers Avg Salary Comparison CP027 Spec Ed Teachers of Students Age 3-21

CP025 Certificate Expiration Dates CP029 Rel Srvcs Providers of Students Age 3-21

CP028 Spec Ed Teachers of Students Age 6-21 CP031 Personnel Not Funded Through T&E $

CP030 Duplicate Employee ID‘s

T&E RELATED REPORTS             

SPECIAL ED REPORTS CTAE REPORT DUPLICATE ID REPORT

REPORTS
REPORTS TO MONITOR
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ALL EMPLOYEES 
CP002 Active Employee Summary CP010 Employee Record Detail 

CP014 Salary Greater Than $85,000 CP015 Employment Basis Greater Than1.25

CP018 Terminated Employees CP020 Assignment Job Codes Not Reported

CP026 Active Employee Comparison CP032 Personnel Reported Active in Last Cycle

CP036 Job Codes Summary by System CP040 Long-Term Substitute Record Summary 

CP041 Third-Party Contract Record Summary CP100 System Sign-Of

JOB CODE REPORTS

ACTIVE VS. TERMINATED EMPLOYEES

LONG-TERM SUBS & 3RD PARTY CONTRACTS

REPORTS TO MONITOR

REPORTS
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GOAL:
Have reports reviewed and ready to sign off before the CPI 
deadline, in case changes need to be made to your data.

REPORTS

REPORTS TO MONITOR



CONTRACTS AND 
SALARIES
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Calculation for 

full-time hours:

8 hours/day
X   5 days/week

40 hours/week
X 38 weeks/year
1520 hours/year

Calculation for
additional hours:

2 hours/day
X   2 days/week

4 hours/week
X  38 weeks/year

152 hours/year

Example:  Full-time teacher who works 2 additional hours 2 days a 
week teaching night school.  Contracted days = 190  (38 wks)

1520 + 152 = 1672

1672 ÷ 1520 = 1.10 (Employment Basis)

CONTRACTS AND SALARIES
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 Employment Basis – B Record
 Related to CONTRACT SALARY

 Used to calculate FTE (full-time equivalent)

 Used in T&E calculation for certified employees

 Cannot be greater than 2.0

 Assignment Percent of Time – C Record
 Related to TOTAL TIME ON THE JOB

 All assignments must total 100% of time

 Estimate % of time spent per assignment

CONTRACTS AND SALARIES
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CONTRACTS AND SALARIES

 Employment Basis – B Record
 Certified CONTRACT Salary = $20,631.00

 Employment Basis = 0.50

 FTE calculated salary = 20,631.00 / 0.50 = $41,262.00 With Yrs 
Exp = 5 (Step 3) and Cert Level T4 (bachelors), the Salary 
Schedule minimum = $41,262.00 (met minimum)

 Assignment Percent of Time – C Record
 Certified CONTRACT Days = 95 (full-time =190 days)

 Employee has 3 assignments:

 15% of time worked teaching English

 65% of time worked as counselor

 20% of time worked teaching English remedial
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Question from district:
Are we obligated to increase certified employees 
salary if there is an upgrade in certification within
the contract year?  

Answer:
The answer is yes - they are paid from the date of 
the certificate.

(See 160-5-2-.05 Experience for Salary Purposes)

CONTRACTS AND SALARIES
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CONTRACTS AND SALARIES

T&E CALCULATION

We will use 4 years of experience salary step 2 the T-4 = 36168.00 – 34092.00 = 2076.00 T&E dollars
BASE EQUALS = 34092.00



ITEM’S TO 
REMEMBER
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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’S TO REMEMBER
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ITEM’S 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’S 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’S TO REMEMBER
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ITEM’S TO REMEMBER
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ITEM’S TO REMEMBER
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ITEM’S TO REMEMBER
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ITEM’S TO REMEMBER
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ITEM’S 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 yoy 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!
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Levette Williams 

Chief Privacy Officer, 

lewillia@doe.k12.ga.usDirector of Technology Management

(Data Collections & Reporting, Customer Support, Database Administration)

Kathy Aspy Data Collections Manager
(Data Collections & Reporting) 404-651-5312 kaspy@doe.k12.ga.us

Patty Miller GTID Administrator
(GUIDE, Private School Data Collection) 404-657-0533 pmiller@doe.k12.ga.us

Carl Garber Data Collections Specialist
(Student Record) 404-463-2326 cgarber@doe.k12.ga.us

Sharon Armour Data Collections Specialist
(Pre-ID, Student Class, Course Table Maintenance) 404-657-1064 sarmour@doe.k12.ga.us

Katie Green Data Collections Specialist
(CPI, Free and Reduced Meal) 404-463-1946 kagreen@doe.k12.ga.us

Irish Saxton Data Collections Specialist
(FTE, EOPA) 404-657-0536 irish.saxton@doe.k12.ga.us

Data Collection Team
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