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PCGenesis Certified/Classified Personnel Information (CP1) System Operations Guide

Overview

Navigation Button Selection: Biographical ﬂ, Certificate ﬂ and Assignment _Asg |
navigation buttons have been added to the maintenance program, and allows easy access to employees’
certification maintenance information.

Employee Lookup: PCGenesis performs the following when making a specific entry to locate an
employee’s CPI information:

e [fan SSN is entered, and the employee does not have a Payroll record for the SSN, the “Employee
SSN xxxxxxxxx not found in Payroll. ” message displays.

e When entering an employee number, and PCGenesis is unable to locate a SSN for the employee
within CPI, the “Employee in Payroll but not in CPI, no other # in CPI found.” message displays.

e When entering an employee number for an employee with multiple employee numbers, if the
requested employee number’s Include on CPI flag? is set to N (No), the “CPI include flag = N, Use
# nnnnn instead. ” message displays. In this instance, enter the employee number to proceed.

For instructions on the CPI include flag, refer to the Payroll System Operations Guide, Section B:
Payroll Update Processing, Topic 3: Update/Display Personnel Information.

When updating biographical, certificate or assignment information, PCGenesis allows updates to the
employee’s remaining CPI records without having to select F9 (Modify) each time. As the PCGenesis
user accesses the employee’s subsequent CPI records, PCGenesis remains in update mode until the user
completely exits the employee’s record. For new employee information, select F9 (Modify) to modify
the fields’ information.

Biographical Information: As an employee’s certification status changes from classified to certified
on the Display/Update Personnel Data screen, PCGenesis automatically updates the employee’s CPI
biographical salary information to reflect the change.

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 is
completed.

Ethnicity Code Change Information: To meet Federal and CPI reporting requirements beginning in
calendar year 2010, the Employee Master Detail Listing displays race/ethnicity information that is
specific to the individual employee. Additionally, CPI processing requires a two-question format to
collect data on ethnicity and race and requires two distinct responses. The first question asks the
respondent to identify whether or not his or her ethnicity is Hispanic or Latino. The second question
asks the respondent to identify his or her race or races. These responses are now included on various
CPI reports.

Long Term Substitute Information: Substitute employees, Payroll Class Type ‘S’, who are
employed by the school district for six (6) or more weeks to fill in for a vacant permanent position, or to
temporarily replace a regular contractual employee who is currently on leave, are considered “Long
Term Substitutes”. Although these employees do not receive training and experience compensation,
they are included within Certified/Classified Personnel Information (CPI) reporting.
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PCGenesis Certified/Classified Personnel Information (CP1) System Operations Guide

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 is
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.

Certificate Information: The Certificate File Maintenance screen contains the Cert Level
(Certification Level), Eff Date (Effective Date), Field Code, Cert ID (Certificate ID), and the Open
Case? CPI header record information fields. The Open Case? flag identifies the status of the
employee’s Professional Standards Commission (PSC) certification request where appropriate.
Additional certificate information identifiers include Field Code, Cert Type (Certificate Type),
Prof/Renew (Professional/Renewable) flag, and Valid From/To validity period field information. The
Prof/Renew Flag determines if the employee’s certificate is renewable.

Certificate ID (Certificate Identification): For Certified employees, the code identifies the
employee’s Professional Standards Commission (PSC)-assigned certificate number. This field is not
required for classified employees.

Field Code/Validity Field Entries: Although PCGenesis allows the entry of multiple certificate field
codes for an individual certificate type, do not duplicate field codes for a certificate type. If the
certificate has been renewed, and the field code remains the same, the Valid From/To fields must be
modified to reflect the appropriate information.

Professional-Renewable and Nonrenewable Certifications: The PSC no longer issues Provisional
certifications. Instead, the PSC bases employee pay on Professional-Renewable, and Non Renewable
certifications. The agency bases Professional-Renewable certificate salaries on the Professional salary
scale, and bases Nonrenewable certificate salaries on the Provisional salary scale. Refer to Section G:
CPI Description Code Maintenance for the instructions to add these codes to the CPI Description file.

Assignment Information: PCGenesis provides summary assignment information, and lists up to 15
assignments per employee. As the PSC bases employee salaries on assignments tied to issued and in-
progress certifications, it is imperative that all employee assignment and certification record information
be complete and valid. Note however that the sum of all assignment percentages must equal 100.0%.

Additional modifiable CPI information includes subject matter codes, secondary fund codes, certificate
field codes, and job codes.

The CPI Code Menu under the Certified/Classified Personnel Information (CPI) Menu on the GA DOE
website provides the Data Collection codes required in the update of employee information.

Screen Print: The screen print feature allows the user to obtain a screen print of the Update/Display
Individual Employee Information screen. The screen print feature is available on display/inquiry screens

which have the ==& button. The screen print file will be available in the print queue with the name
‘PSCNnnnn’.

Selecting the drop-down selection icon ﬁ (F15 — Code Lookup) or M (F28 — Help Screens)
when offered provides additional assistance with the entry of information.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

Topic 1: Display/Update Biographical Information

Step  Action

1 From the Business Applications Master Menu, select 4 (F4 - Certified/Classified
Personnel Information System).

The following screen displays:

[A] PCGDist=8931 Rel=17.04.00 02/02/2018 PCW 003 SV C:ADEVS “\SECOND WHITE EEREER)
Certified/Classified Personnel Information System CPIMENU

Haster Menu
- - DisplayfUpdate Individual Employee Information

-- DisplayfUpdate Third Party Contractors
- - Display/Update Personnel Data

-- CPl Salary Schedule
-- CPl Reporting Menu

-- Create CPl Report & Transmission File
-- CPI Assi t File Maint

|

- - Certificate File Maintenance Menu
-- CPl Description Code Menu

- - CPI Special Functions Menu

)

bl Bl Bl bl kb

- - File Reorganization

Master 17.04.80

FIS«

Step  Action
2 Select 1| (F1 - Display/Update Individual Employee Information).
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

Step

3

B PCGDist=8991 Rel=14.01.00 04/09/2014 PCW D02 S¥ CA\DEYSYS C:\SECOND _Iﬁ'lil
Display/Update Employee CPI Data PAYF IHD
Select Employee
Current Order
Filter not active Emp MNumber
Input:
13
Fkey Hame Empno SSH Loc Cls Cert Pens ContMo Job Stat Hth
Input Employee Number or Hame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
NPl R | F2 | F3 | Fa | 5| |7 |Fe|F [T el 13.62.00
e T sk [ ¥ Help
" Action |

Enter the employee number or the SSN in the Input field, select ﬂl (Enter), and proceed
to Step 5.

If the employee number and the SSN are unknown, enter the employee’s complete or partial
name in the Name field, or Social Security Number in the SSN field, and select Enter.
Entering a complete or partial name in the Name field displays the results most closely
matching the search criteria entered. Proceed to Step 4.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

B PCG Dist=8991 Rel=14.01.00 04/09/2014 PCW 002 S¥ C:\DEVSYS C:\SECOND Ailil
| pisplay/Update Employee GPI Data PAYFIND
Select Employee
Filter set: Class,Status Current Order
Name
Current 13
Fkey _Mame | Empno | 55N Loc Cls Cert Pens ContHo Job Stat Mth
Enter] AD4IR. MI4HAELE 88757 993-08-8757 108 1 C 2 10 4 A
;l AGIILERA, JOJUE 88464 999-08-8464 108 1 C 2 10 4 A Y
Ll AM3DOR. MA3IN 88902 995-08-8902 108 1 C 2 10 8 A
_ 3 | ARSEDONDO. KISTIE 88729 995-08-8729 1956 1 C 2 10 2 A
4 | AR9STEAD. MISHEL 87744 993-08-7744 20 1 C 2 10 3 A
5 | AR9SSTEAD. TASHINA 88944 933-08-8944 108 1 C 2 10 4 A
Ll ASHCRAFT, JASIKA 83068 993-08-3068 100 1 C 2 10 3 A
Ll BAZES, WA2DD 88015 995-08-8015 201 1 C 2 10 8 A
Ll BAZMAN, MAZYBELLE 89423 995-08-9423 100 1 C 2 10 ] A
[ 9 | BASB EMIRY 87512 993-08-7512 100 1 C 2 10 2 A
FKEY = Record Found Above
or  PgUp/PgDn = Previous/Hext 10 Records
F16-new search, F18-Clear Employee Filter
F1-2 = Choose from Selection Above
Order changed to Alpha
MY F1 | F2 | F3 | Fa | s | F6 | F7 | F8 | F3 | T el 13.62.00
R | s [ ¥ Help
Step Action
4 Select Enter| (Enter) or select the Function ey corresponding to the employee’s record,

and select ﬂl (Enter).
To sort by Name: Select -Mame | (Name).

To sort by Employee Number: Select _Empno | (Empno).

To sort by Social Security Number: Select —S$8M_| (SSN).
To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or

select either rord | (Page Up) or ¥ | (Page Down).

If no CPI record exists for the employee, review the employee’s Payroll record to ensure
the Include on CPI?, Pay Class, Termination Date, Termination Reason, and Pay Status
field entries are correct. Make the appropriate corrections to the employee’s Payroll
record, and repeat this procedure beginning at Step 1.

If the Payroll record is correct, but the employee does not have a CPI record, save the
Payroll record with the Y (Yes) CPI flag. If the CPI record is missing at this point, contact
the Technology Management Customer Support Center for assistance.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

For certified employees, the following screen displays:

m PCG Dist=8991 Rel=19.0400 01/10/2020 PCG 001 SV CA\DEVSYS C\SECOND WHITE — O X
DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH100
CERTIFICATE FILE - BIOGRAPHICAL INFORMATION
Employee number : 88543 AS9BY, RAYHAL SSH: 999 08 8543
STRIDE 1ID: a8
Work location: 108 Location 006108
Sex: F Birth: ©3/01/199%
Ethnic: @2

National cert: H (¥ or N)

Advance/Inhibit: (A, E or spaces)
Certificate level: Cert. pay step:
Cert. years exp: Local years exp:
Total employment basis: 1.08
Emp. basis-cert.: 1.066 Emp. basis-class: 6.68
Annual contract sal: § 37,287.00 Annual classified sal: $ .00
State minimum salary: $ .00
Annual contract days: Annual work days:
Termination date: Rehire date:

Termination reason:

Long term sub?: H (¥ or HN)

Not a long term substitute.

EN“V n’% FZ‘* FBQ _; :-- ;‘ _; = FS" Fw' Ld 2 ‘: r-:\ 19.83.00
= Help | Bio | Cert | Asg

14

For long term substitutes, the following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CADEVSYS C\SECOND WHITE - O X
DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH188
CERTIFICATE FILE - BIOGRAPHICAL INFORMATION
Employee number: 88531 BA3N, JE3FRY SSN: 999 68 8531
STRIDE ID: ]
Work location: 6793 Location 886793
Sex: F Birth: 086/01/1995
Ethnic: 82

Hational cert: H (¥ or H)

Advance/Inhibit: (A, E or spaces)
Certificate level: Cert. pay step:
Cert. years exp: Local years exp:
Total employment basis: 1.66
Emp. basis-cert.: 0.00 Emp. basis-class: 1.60
Annual contract sal: § .00 Annual classified sal: $ .60
State minimum salary: $§ .00
Annual contract days: Annual work days:
Termination date: Rehire date:

Termination reason:

Long term sub?: V¥ Y or N) SUBSTITUTE

Long term substitute.

V|8 EH| 5| E E ™ { ECH NG|
Rl I il Help | Bio | Cert | Asg

20.01.00

J2
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

For third party contractor employees, the following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CM\DEVSYS CASECOND WHITE - O hed
DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH188
CERTIFICATE FILE - BIOGRAPHICAL INFORMATION
Employee number : 11111 SHMITH, DEBRA S. SSN: 111 22 3333
STRIDE 1ID: ]

Work location: 100 Location 006100
Sex: F Birth: ©1/01/1980
Ethnic: 65

National cert: H (Y or N)

Advance/Inhibit: (A, E or spaces)
Certificate level: Cert. pay step:
Cert. years exp: Local years exp:
Total employment basis: 1.00
Emp. basis-cert.: 1.00 Emp. basis-class: 0.60
Annual contract sal: § .00 Annual classified sal: $ .88
State minimum salary: § .00
Annual contract days: Annual work days:
Termination date: Rehire date:
Termination reason:
Long term sub?: H (¥ or H) 3RD PARTY CONTRACTOR

A LS I = ] Pl e s s = | R P o PO PP K 20.61.068
= Help | Bio | Cent | Asg
For rehired TRS employees, the following screen displays:
E PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CA\DEVSYS CASECOND WHITE — O X
DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH1G8
CERTIFICATE FILE - BIOGRAPHICAL INFORMATION
Employee number: 88049 CAMLE, AL4HONSE SSH: 999 08 8049
STRIDE ID: a
Work location: 201 Location 088261
Sex: F Birth: 06/01/1987
Ethnic: 62
Hational cert: H (Y or N)
Advance/Inhibit: (A, E or spaces)
Certificate level: &5 Cert. pay step: 7
Cert. years exp: 10 Local years exp: 7
Total employment basis: 1.08
Emp. basis-cert.: 1.68 Emp. basis-class: 0.68
Annual contract sal: § 56,167.00 Annual classified sal: § .08
State minimum salary: § 49,396.60
Annual contract days: 198 Annual work days:
Termination date: Rehire date:

Termination reason:

Long term sub?: H (Y or N)
SB 327 REHIRED RETIREE

““v n’% FZ‘% Faé i‘ .':“ :‘ :‘ u FS" F|OT Ld 1 20.01.00

re =2 Help | Bio | Cert | Asg

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

5 Select il (F9 — Switch to Update Mode).

If the Update mode remains active from a prior certification module’s selection, such as
editing certificates, the editable fields remain highlighted. After selecting the Update
mode icon, PCGenesis highlights the modifiable text.

For certified employees, the following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 S5V CA\DEVSYS CA\SECOND WHITE - O X
DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH108
CERTIFICATE FILE - BIOGRAPHICAL INFORMATIDN
Employee number: 88543 AS9BY, RAYHAL SSN: 999 B8 8543
STRIDE ID:

Work location: 108 Location 066108
Sex: F Birth: 03/01/199%
Ethnic: 82

National cert: H (Y or N)

Advance/Inhibit: _ (A, E or spaces)
Certificate level: Cert. pay step:
Cert. years exp: __ Local years exp: __
Total employment basis: 1.08
Emp. basis-cert.: 1.68 Emp. basis-class: 6.68
Annual contract sal: § 37,287.00 Annual classified sal: § .08
State minimum salary: § .68
Annual contract days: __ Annual work days: __
Termination date: Rehire date:
Termination reason:
Long term sub?: N (Y or N)
Mode changed to update
““v r:.% rz‘% r;& _‘; _'H iﬂ :ﬂ F2 n rsed. -wY Ld 2 ‘: :\ 26.01.00
e B0 T Help | Bio | Cert | Asg
Step  Action
6 Verify “Mode changed to update” displays, and make the appropriate entries within the

modifiable fields.

For Certified employees: Enter Y (Yes - Employee is National Board for Professional
Teaching Standards (NBPTS) certificated)) or N (No — Employee is not NBPTS
certificated) in the National Cert (National Certification) field.

“Warning! Contract salary is below that State Minimum!” displays where appropriate. If
this occurs, verify the “Salary” field’s entry is correct on the employee’s payroll record.
The Georgia Department of Education (GaDOE) provides the current calendar year’s
published State Salary Schedule at: http://public.doe.k12.ga.us/fbo_budget.aspx. Refer to
the Payroll System Operations Guide, Section B: Payroll Update Processing, Topic 3:
Update/Display Payroll Information for instructions.

Unless identified within Steps 7— 12, the remaining fields default from the employee’s
personnel or payroll record.
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PCGenesis Certified/Classified Personnel Information (CP1) System Operations Guide

7 Enter the employee’s 8-digit STRIDE identification number assigned by the Ga DOE in
the STRIDE ID field.

This field is reserved for future use.

8 For Certified employees: Enter the number of years of creditable service in the Cert.
Years Exp (Certified Years of Experience) field to identify the employee’s pay step on the
State Salary Schedule.

9 Enter the certified employment basis in the Emp. Basis-Cert. (Employment Basis-
Certified) field.

The Certified, and Classified employment basis may neither be individually nor combined
greater than 2.00.

10 Enter the number of years the employee has been assigned local years of experience in the
Local Years Exp. (Local Years Experience) field.

11 Enter the classified employment basis in the Emp. Basis-Class. (Employment Basis-
Classified) field.

The Certified, and Classified employment basis may neither be individually nor combined
greater than 2.00.

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

To prevent the employee’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.

13 For Certified employees: Enter the employee’s total contract days in the Annual
Contract Days field.

14 FOR CLASSIFIED EMPLOYEES: ENTER THE EMPLOYEE’S TOTAL WORK DAYS IN THE ANNUAL WORK DAYS
FIELD.

15 For Long Term Substitutes: Verify Y (Yes) displays in the Long term sub? (Long term
substitute?) field.

16 Select E (Enter).

Select & (F17 — Print this data) to obtain a screen print of the Update/Display
Individual Employee Information screen. The screen print file will be available in the print
queue with the name ‘PSCNnnnn’.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

For certified employees, the following screen displays:

E PCG Dist=8991 Rel=19.0400 01/10/2020 PCG 001 SV CA\DEVSYS CASECOND WHITE - O *

DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH1008
CERTIFICATE FILE - BIOGRAPHICAL INFORMATION

Employee number: 88543 AS9BY, RAPHAL SSHN: 999 08 8543
STRIDE ID: 12345678

Work location: 108 Location 8881688
Sex: F Birth: 03/01/1994
Ethnic: 062

Hational cert: H (Y or N)
Advance/Inhibit: (A, E or spaces)

Certificate level: Cert. pay step: E
Cert. years exp: Local years exp:

Total employment basis: 1.00

Emp. basis-cert.: 1.00 Emp. basis-class: 0.00
Annual contract sal: § 37,287.00 Annual classified sal: $ .80
State minimum salary: § .00
Annual contract days: 198 Annual work days: __
Termination date: Rehire date:

Termination reason:

Long term sub?: N (Y or N)

Validations passed. Save your changes.

| R R &S| E || E |G e W6 oo X B8 ey 20.01.00
v 50| - T Help | Bio | Cert | Asg

Step  Action
17

Verify “Validations passed. Save your changes.” displays, and select ﬁl (F8 — Save
changes).
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

For certified employees, the following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CA\DEVSYS CASECOND WHITE - O >

DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH100
CERTIFICATE FILE - BIOGRAPHICAL INFORMATION

Employee number: 88543 AS9BY, RAPHAL SSN: 999 B8 B8543
STRIDE ID: 12345678

Work location: 108 Location 00061068

Sex: F Birth: ©03/01/199%4
Ethnic: 62
National cert: H (Y or N)
Advance/Inhibit: _ (A, E or spaces)
Certificate level: Cert. pay step: E

Cert. years exp: Local years exp:

Total employment basis: 1.00

Emp. basis-cert.: 1.88 Emp. basis-class: 8.08
Annual contract sal: § 37,287.00 Annual classified sal: § .60
State minimum salary: § .08
Annual contract days: 198 Annual work days: __
Termination date: Rehire date:

Termination reason:

Long term sub?: H (Y or N)

Data saved

““l( n’% r:‘* rsé rwlﬂ r,—ﬁ rlu*- r*H reﬂ .’Sd' rmT Fi M 'w,ﬂ rc:i 20.61.00
| = Help | Bio | Cert | Asg

18

Verify “Data saved” displays, and select ﬁl (F16 — Exit) to return to the Display/Update
Employee CPI Data — Select Employee screen.

The following screen displays:

B PCGDist=§991 Rel=14.01.00 04/09/2014 PCW 002 S¥ C:\DEVSYS C:\SECOND — =] x|
Display/Update Employee CPI Data PAYF IND
Select Employee
Current Order
Filter set: Class,Status Hame
Input:
13
Fkey Hame Empno SSH Loc Cls Cert Pens ContHo Job Stat Mth
1 | AD4IR. MI4HAELE 88757 999-08-8757 108 1 C 2 10 4 A
Input Employee Mumber or Hame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
2| 1 | F2 | Fa | ks | F5 | Fe | F7 | Fa | Fa | ey 13.062.00
FIS« |§|E7' Fism pap |PGDN‘ Help
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

19 Select ﬁl (F16 — Exit) to return to the Certified/Classified Personnel Information System
Master Menu.

The following screen displays:

m PCG Dist=8991 Rel=17.04. 02/0; )18 PCW 003 SV C!
Certified/Classified Personnel Information System CPIMENU

Haster Henu

- - Display/Update Individual Employee Information
- - DisplayfUpdate Third Party Contractors
- - Display{Update Personnel Data

-- CPl Salary Schedule
-- CPl Reporting Menu

-- Create CPl Report & Transmission File
-- CPI Assi File Mai e

g

- - Certificate File Maintenance Menu
-- CPl Description Code Menu

-- CPl Special Functions Menu

]
=

Bl Bl Bl bl kbl

- - File Reorganization

17.684.88

Step  Action

20 Continue CPI processing as normal, or select MI (Master) to return to the Business

Applications Master Menu.
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Topic 2: Display/Update Certificate Information
2A. Adding a Certificate

m PCG Dist=8991 Rel=17.04.00 02/02/2018 PCW 002 SV CADEVS! CASECOND
Certified/Classified Personnel Information System GPIMENU

Haster Henu

DisplayfUpdate Individual Employee Infor
Display/Update Third Party Contractors
DisplayfUpdate Personnel Data

CPI Salary Schedule
CPI Reporting Menu

Create CPI Report & Transmission File
CPI A t File Maint

9

Certificate File Maintenance Menu
CPI Description Code Menu

CPI Special Functions Menu

File Reorganization

17.684.688

1 Select 1| (F1 - Display/Update Individual Employee Information).

The following screen displays:

E  PLCG Dist=8991 Rel=14.01.00 04/09/2014 PCYW 002 S¥ CHDEYSYS C:\SECOND _Iﬁllil
Display/Update Employee CPI Data PAYFIND
Select Employee
Current Order
Filter not active Emp Humber
Input:
13
Fkey Hame Empno SSH Loc Cls Cert Pens ContMo Job Stat Hth
Input Employee Number or HMame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-2 = Choose from Selection Above
MNPl F | F2 [ F3 | Fa | 5| Ff |7 |Fe|Fe |..T e 13.62.00
Fish gf;j;u\] Fism Fivr |Pannv Help
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Ste Action

Enter the employee number or the SSN in the Input field, select ﬂl (Enter), and
proceed to Step 4.

If the employee number and the SSN are unknown, enter the employee’s complete or partial
name in the Name field, or Social Security Number in the SSN field, and select Enter.
Entering a complete or partial name in the Name field displays the results most closely
matching the search criteria entered. Proceed to Step 3.

The following screen displays:

B PCGDist=8991 Rel=14.01.00 04/09/2014 PCY 002 S¥ C:\DEYSYS C:\SECOND ===l
_ Display/Update Employee CPI Data PAYFIND
Select Employee
Filter set: Class,Status Current Order
Hame
Current 13
Fkey Name | Empno | 55N Loc Cls Cert Pens ContHo Job Stat HMth
Enter| AD4IR, MI4HAELE 88757 993-08-8757 108 1 C 2 10 4 A
.1 | AGIILERA.JOJUE 88464  999-08-B464 108 1 C 2 10 4 ALY
[ 2 | AM3DODR, MA3IN 88302 933-08-8902 108 1 C 2 10 8 A
il ARSEDONDOD, KISTIE 88729 993-08-8729 195 1 C 2 10 2 A
Ll ARSSTEAD, MISHEL BF744 995-08-7744 201 1 C 2 10 3 A
Ll ARISSTEAD, TASHINA 88944 995-08-8944 108 1 C 2 10 4 A
_ B | ASSCRAFT. JABIKA 89068 995-08-9068 100 1 C 2 10 3 A
_ 7 | BAZES.wAZDOD 83015 993-08-8015 20 1 C 2 10 8 A
8 | BAZMAN. MAZYBELLE 83423 9933-08-9423 100 1 C 2 10 ] A
Ll BASE, EMIRY 87512 933-08-7512 100 1 C 2 10 2 A
FKEY = Record Found Above
or  PgUp/FgDn = Previous/Hext 18 Records
F16-new search, F18-Clear Employee Filter
F1-2 = Choose from Selection Above
Order changed to Alpha
MEFLFR | F2 | F2 | F4 | Fs | F& | F7 | F8 | F9 |, T i 13.82.80
Fish |§|E7' Fism raur il |Panuv Help
Step  Action
3 Select Enter| (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).

To sort by Name: Select -Mame | (Name).
To sort by Employee Number: Select -Emene | (Empno).

To sort by Social Security Number: Select —SSM_| (SSN).
To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or

select either rord | (Page Up) or ¥ | (Page Down).

If no CPI record exists for the employee, review the employee’s Payroll record to ensure
the Include on CPI?, Pay Class, Termination Date, and Termination Reason, and Pay
Status field entries are correct. Make the appropriate corrections to the employee’s
Payroll record, and repeat this procedure beginning at Step 1.

If the Payroll record is correct, but the employee does not have a CPI record, save the
Payroll record with the Y (Yes) CPI flag. If the CPI record is missing at this point, contact
the Technology Management Customer Support Center for assistance.
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The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CA\DEVSYS CASECOND WHITE - O *
DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH100
CERTIFICATE FILE - BIOGRAPHICAL INFORMATION
Employee number: 88543 AS9BY, RAYHAL SSH: 999 68 8543
STRIDE ID: 12345678
Work location: 108 Location 800168
Sex: F Birth: 03/01/1994
Ethnic: 62
National cert: H (Y or N)
Advance/Inhibit: (A, E or spaces)
Certificate level: Cert. pay step: E
Cert. years exp: Local years exp:
Total employment basis: 1.60
Emp. basis-cert.: 1.086 Emp. basis-class: 0.686
Annual contract sal: § 37,287.00 Annual classified sal: $ .80
State minimum salary: § .00
Annual contract days: 1960 Annual work days:
Termination date: Rehire date:
Termination reason:
Long term sub?: N (Y or N)
““I{ n’i nq£ né r\ﬂ r:ﬁ F:E r'H Fg u rsi er Fi Iﬂ Fiz |4 o~ r'.':'\ 20.01.00
= Help | Eio |(Cert) | Asq

Select ﬂl (F30 — Go to Certificate Data).

The following screen displays:

E PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CADEVSYS CASECOND WHITE — O x
CERTIFICATE CPICH168
FILE MAINTENANCE
Employee Number: 88543 AS9BY, RAYHAL SSH: 999-88-8543
STRIDE ID: 12345678
Cert Level: 0 Eff Date: Cert ID: Open case?: N
Field Cert Prof/Renew Valid
Code Type Flag From To
CERT 881
CERT 082
CERT 083
CERT 004
CERT 005
CERT 0086
:nm( n’ﬁ u‘ﬁ 735 H r r r Fa H rsj rw' Fi Iﬂ Fiz 4 r-.—:'\ 20.61.00
el PR P Help | Bio | Cert | Asg
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5 Select il (F9 — Switch to Update Mode).

After selecting the icon, PCGenesis highlights the modifiable text. Where appropriate,
“Expired” displays to the right of the “Valid From/To” fields. As needed, make the
appropriate modifications to the certificate by completing the instructions which follow.

If the Update mode remains active from a prior certification module’s selection, such as
editing certificates, the editable fields remain highlighted. After selecting the icon,
PCGenesis highlights the modifiable text.

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CADEVSYS CASECOMND WHITE — O =
CERTIFICATE CPICH188
FILE MAINTENANCE
Employee NHumber: 88543 ASYBY, RAYHAL SSN: 999-88-8543
STRIDE ID: 12345678
Cert Level: B+ Eff Date: Cert ID: Open case?: N
Field Cert Prof/Reneuw Ualid
Code Type Flag From To
CERT @881 ___ J— —
CERT 6862 _ — _
CERT 883 __ —_— _
CERT 064 _ — _
CERT @885 __ J— - —_—
CERT 006

Hode changed to update

1 n'* rz‘% r!é n‘r!‘u‘r Fg E ra 07" nnT rir (P | riz 4] nsq 20.61.00

B, Help | Bio | Cert | Asg

Step  Action

6 Verify “Mode changed to update” displays, and either enter the employee’s certificate

level or select the drop-down selection icon | within the Cert Level (Certificate Level)
field to choose the appropriate code.

7 Modify the date (MM/DD/CCY'Y) within the Eff Date (Effective Date) field where
appropriate.

8 For Certified Employees: Enter or modify the employee’s certification identification
code in the Cert ID (Certificate Identification) field.

For Certified employees, this number identifies the employee’s Professional Standards
Commission (PSC)-assigned certificate number. The field is not required for Classified
employees.
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9 Enter Y (Yes) or N (No) in the Open case? field to identify the status of the employee’s
Professional Standards Commission (PSC) certification request where appropriate.

10 Enter the code or select the drop-down selection icon = within the Field Code, and
Certificate Type fields to choose the appropriate information.

11 Enter Y (Yes) or N (No) in the Prof/Renew Flag (Professional, and Renewable Flag) to
identify whether the employee’s certificate is renewable or non-renewable.

Provisional certifications are not renewable.

12 Enter the date range (MM/DD/CCYY, and CCYY) the certificate will remain valid in the
Valid From To fields.

For Lifetime certificates, enter ‘9999’ in the Validity Period To field. Select (F4 -
Scroll Down 6 Lines), (F5 — Scroll Up 6 Lines), (F6 —PgDn 1 Line), or

(F7 —PgUp 1 Line) where appropriate to scroll between certification records.

13 Select ﬂl (Enter).

Select & (F17 — Print this data) to obtain a screen print of the Certificate File
Maintenance screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CADEVSYS CASECOND WHITE - O >

CERTIFICATE CPICH108
FILE MAINTENANCE

Employee Humber: 88543 ASOBY, RAYHAL SSH: 999-088-8543
STRIDE ID: 12345678

Cert Level: 2'| Eff Date: _1/81/2628 Cert ID: 555444777 Open case?: H

Field Cert Prof/Renew Valid
Code Type Flag From To
CERT 881 737 _D b4 1/81/2819 2821
SPANISH (6-12) TEACHER
CERT 002 730 LPT v 170172019 2021
ENGLISH (6-12) LEAD PROFESSIONAL TEACHING
CERT 883 __ J— - N
CERT 004 ___ — — -
CERT 885 _ _ N —
CERT 006

Ualidations passed. Save your changes.

EN“V n.% FZ‘% FBS F'Q F5 Fs |=7 F3 E Fsed‘ F|OT L4 2 (4] F|5Q 20.01.00
. = Help | Bio | Ceil | Asg
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14

Verify “Validations passed. Save your changes.” displays, and select ﬁl (F8 — Save
changes).

For Cert Level, Eff Date, Cert ID or Open Case header field changes, the following screen displays:

E PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CADEVSYS CASECOND WHITE — O X
CERTIFICATE CPICH1088
FILE MAINTENANCE
Employee Humber: 88543 AS9YBY, RAYHAL SSH: 999-88-8543
STRIDE ID: 12345678

Cert Level: 2| EFf Date: _1/61/2020 Cert ID: 555444777 Open case?: N

Field Cert Prof/Renew Valid
Code Type Flag From To
CERT 081 737 _D ¥ _1/81/2019 2621
SPANISH (6-12) TEACHER
CERT 082 738 LPT Y 1/81/2819 2621
ENGLISH {6-12) LEAD PROFESSIONAL TEACHING
CERT 063 _ — _
CERT 604 _ _ _
CERT 085 ___ J— - R
CERT 006

Data saved. Certificate header information has changed.

LR 12| . & | E || E | W6 e T ey 26-61.00
= Help | Bio | Ceit | Asg
For Certificate record field changes, the following screen displays:
E PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CA\DEVSYS CASECOND WHITE — ] X
CERTIFICATE CPICH100
FILE MAINTENANCE
Employee Number: 88543 AS9BY, RAPHAL SSH: 999-08-8543
STRIDE ID: 12345678
Cert Level: gﬂ Eff Date: _1/81/2628 Cert ID: 555444777 Open case?: N
Field Cert Prof/Renew valid
Code Type Flag From To
CERT 881 737 _D ¥ 2821
SPANISH (6-12) TEACHER
CERT 002 730 LPT Y 1/81/2619 2621
ENGLISH (6-12) LEAD PROFESSIONAL TEACHING
CERT 803 __ R N —
CERT @04 _ o _
CERT @05 __ N — J—
CERT 006 __ I - N
Data saved.
:nm{ Pt’i rz‘% 135 F'\‘ r r r Fg =] rs 6 mY Fi Iﬂ -\;ﬂ ",Q 20.01.00
[ o PR =r] P Help | Bio | Ceit | Asg
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15 Verify “Data saved. Certificate header information has changed.” or “Data saved.”

displays, and select ﬁl (F16 — Exit) to return to the Display/Update Employee CPI Data
— Select Employee screen.

The following screen displays:

B PCGDist=§991 Rel=14.01.00 04/09/2014 PCW 002 S¥ C:\DEVSYS C:\SECOND — =] x|
Display/Update Employee CPI Data PAYF IND
Select Employee
Current Order
Filter set: Class,Status Hame
Input:
13
Fkey Hame Empno SSH Loc Cls Cert Pens ContHo Job Stat Mth
1 | AD4IR. MI4HAELE 88757 999-08-8757 108 1 C 2 10 4 A
Input Employee Mumber or Hame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
i k1 | F2 | k3 | Fs [ F5 | fs |7 |8 | Fe X ey 13.62.00
FIS« |§|E7' Fism pap |PGDN‘ Help

Step  Action

16 Select ﬁl (F16 — Exit) to return to the Certified/Classified Personnel Information System
Master Menu.
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The following screen displays:

r [
[A] PCG Dist=8991 Rel:l?.Mﬁ 02/02/2018 PCW 003 SV CEME CASECOND WHITE E.L
. Certified/Classified Personnel Information System CPIMEHU

Haster Henu
- - DisplayfUpdate Individual Employee Information

- - Display/Update Third Party Contractors
- - Display/Update Personnel Data

-- CPI Salary Schedule
-- CPl Reporting Menu

-- Create CPl Report & Transmission File
-- CPl Assig t File Mai

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

-- CPI Special Functions Menu

FKey
|
2|
3]
5]
7
9
i
13
15 |
31
20|

=

- - File Reorganization

17.84.980

17 Continue CPI processing as normal, or select MI (Master) to return to the Business
Applications Master Menu.
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2B. Modifying a Certificate
m PCG Dist=8991 Rel=17.04.00 02/02/2018 PCW 003 SV C.:RE\I’SYS_C:\SECOND WHITE EE

Certified/Classified Personnel Information System CPIMENU

FKey Master HMenu

DisplayfUpdate Individual Employee Information
DisplayfUpdate Third Party Contractors
DisplayfUpdate Personnel Data

CPI Salary Schedule
CPI Reporting Menu

Create CPl Report & Transmission File
CPI Assig File Mai e

Certificate File Maintenance Menu
CPI Description Code Menu

CPI Special Functions Menu

ok b e LEE

File Reorganization

M,M| llserlistl | 17.64.60
| 15 | Vg FAN | MEND

Step  Action
Select 1| (F1 - Display/Update Individual Employee Information).

The following screen displays:

B PCGDist=8991 Rel=14.01.00 04/09/2014 PCW 002 S¥ C:WDEYSYS C:SECOND _IEILI
Display/Update Employee CPI Data PAYF IHD
Select Employee
Current Order
Filter not active Emp MNumber
Input:
13
Fkey Hame Empno 3SH Loc Cls Cert Pens ContMo Job Stat Mth
Input Employee Number or Hame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
NPl R | F2 | F3 | Fa | 5| |7 |Fe|F [T el 13.62.00
T sk [ Help
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Ste Action

Enter the employee number or the SSN in the Input field, select ﬂl (Enter), and proceed
to Step 4.

If the employee number and the SSN are unknown, enter the employee’s complete or partial
name in the Name field, or Social Security Number in the SSN field, and select Enter.
Entering a complete or partial name in the Name field displays the results most closely
matching the search criteria entered. Proceed to Step 3.

The following screen displays:

B PCGDist=8991 Rel=14.01.00 04/09/2014 PCW 002 SY C:\DEYSYS C:\SECOND ===l
L Display/Update Employee CPI Data PAYF IND
Select Employee
Filter set: Class,Status Current Order
Hame
Current 13
Fkey Name | Empno | 55N Loc Cls Cert Pens ContHo Job Stat HMth
Enter| AD4IR, MI4HAELE 88757 993-08-8757 108 1 C 2 10 4 A
.1 | AGIILERA.JOJUE 88464  999-08-B464 108 1 C 2 10 4 ALY
[ 2 | AM3DODR, MA3IN 88302 933-08-8902 108 1 C 2 10 8 A
il ARSEDONDOD, KISTIE 88729 993-08-8729 195 1 C 2 10 2 A
Ll ARSSTEAD, MISHEL BF744 995-08-7744 201 1 C 2 10 3 A
Ll ARISSTEAD, TASHINA 88944 995-08-8944 108 1 C 2 10 4 A
_ B | ASSCRAFT. JABIKA 89068 995-08-9068 100 1 C 2 10 3 A
_ 7 | BAZES.wAZDOD 83015 993-08-8015 20 1 C 2 10 8 A
8 | BAZMAN. MAZYBELLE 83423 9933-08-9423 100 1 C 2 10 ] A
Ll BASE, EMIRY 87512 933-08-7512 100 1 C 2 10 2 A
FKEY = Record Found Above
or  PgUp/FgDn = Previous/Hext 18 Records
F16-new search, F18-Clear Employee Filter
F1-2 = Choose from Selection Above
Order changed to Alpha
IR | F2 | F2 | FA | Fs | F6 | F7 | F8 | F9 | T i 13.82.80
Fish |§|E7' Fism raur | paon W Help
Step  Action
3 Select Enter| (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).

To sort by Name: Select Mame | (Name).
To sort by Employee Number: Select -Emene | (Empno).
To sort by Social Security Number: Select —SSM_| (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or
select either rardh | (Page Up) or ¥ | (Page Down).
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The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CADEVSYS CA\SECOND WHITE - O X

DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH100
CERTIFICATE FILE - BIDGRAPHICAL INFORMATION

Employee number: 88543 AS9BY, RASHAL SSH: 999 08 8543
STRIDE ID: 12345678

Work location: 1608 Location 0806168

Sex: F Birth: 03/01/1994
Ethnic: 02
National cert: N (Y or N)
Advance/Inhibit: (A, E or spaces)
Certificate level: Cert. pay step: E
Cert. years exp: Local years exp:
Total employment basis: 1.00
Emp. basis-cert.: 1.086 Emp. basis-class: 0.08
Annual contract sal: $§ 37,287.00 Annual classified sal: $ .00
State minimum salary: $ .00
Annual contract days: 190 Annual work days:
Termination date: Rehire date:

Termination reason:

Long term sub?: H (Y or N)

“‘“{ n’i rzq£ né FlH r:H r:M F‘E F8 = rsJ rw' Fi M Fiz 14 7\ r::'\ 26.61.00
= Help | i |(cert)| Asq

Action

4 Select ﬂl (F30 — Go to Certificate Data).
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The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 35V CANDEVSYS CASECOND WHITE - O X

CERTIFICATE CPICH108
FILE MAINTENANCE

Employee Number: 88543 ASOBY, RAPHAL SSH: 999-08-8543
STRIDE ID: 12345678

Cert Level: 2 Eff Date: 1/81/2028 Cert ID: S555uL4777 Open case?: N

Field Cert Prof/Renew Valid
Code Type Flag From To
CERT 881 737 D ¥ 1/01/2019 2021
SPANISH (6-12) TEACHER
CERT @82 730 LPT Y 1/701/2019 26821
ENGLISH (6-12) LEAD PROFESSIONAL TEACHING
CERT 083

CERT 004
CERT B85

CERT 0806

Rl R PO Help | Bio | Cert | Asg

Step | Action

5 Select il (F9 — Switch to Update Mode).

If the Update mode remains active from a prior certification module’s selection, such as
editing certificates, the editable fields remain highlighted. After selecting the icon,
PCGenesis highlights the modifiable text.

After selecting the icon, PCGenesis highlights the modifiable text. Where appropriate,
“Expired” displays to the right of the “Valid From/To” fields. As needed, make the
appropriate modifications to the certificate by completing the instructions which follow.

“"v n'E rz‘ﬁ n&‘n rs rs r Fe u rsf" -wY Fi M -r_ﬂ rc:'\ 20.61.00
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The following screen displays:

E PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CADEVSYS CASECOND WHITE — O X

CERTIFICATE CPICH188
FILE MAINTEMANCE

Employee Humber: 88543 ASOBY, RAYHAL SSH: 999-88-8543
STRIDE ID: 12345678

Cert Level: 2| Eff Date: _1/81/2828 Cert ID: 555444777 Open case?: N

Field Cert Prof/Reneuw valid
Code Type Flag From To
CERT 801 737 _D ¥ 178172019 2021
SPANISH (6-12) TEACHER
CERT 882 738 LPT Y 1/81/2819 2021
ENGLISH (6-12) LEAD PROFESSIONAL TEACHING
CERT 883 ___ J— - —_—
CERT 684 _ _ -
CERT 885 ___ J— - —_—
CERT 006

Mode changed to update

“"V n’ﬁ rz‘% r;é‘ﬂ‘r‘r r Fg = rs & er Fi M .—.;ﬂ Fl!q 28.61.80

re'®| 50| T Help | Bio | Cert | Asg
Step  Action
6 Verify “Mode changed to update” displays, make the appropriate modifications, and select

ﬂl (Enter).

Select & (F17 — Print this data) to obtain a screen print of the Certificate File
Maintenance screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.

Georgia Department of Education
January 13, 2020  9:42 AM e Page 25 of 64
All Rights Reserved.



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

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CADEVSYS CASECOND WHITE — O X

CERTIFICATE CPICH188
FILE HAINTENANCE

Employee Number: 88543 ASYBY, RAYHAL SSN:  999-88-8543
STRIDE ID: 12345678

Cert Level: 2| EFf Date: _1/81/2028 Cert ID: 555444777  Open case?: N

Field Cert Prof/Renew Valid
Code Type Flag From To
CERT 081 737 _Db ¥ _1/81/2619 2629
SPANISH (6-12) TEACHER
CERT 882 738 LPT b4 1/61/2819 26821
ENGLISH (6-12) LEAD PROFESSIONAL TEACHING
CERT 083 — _
CERT 604 _ _ _
CERT 885 __ J— - —_—
CERT 086

Ualidations passed. Save your changes.

| 2] 92 12 8| | | | e O] [ P 1. . 20.01.00
ns‘ r?l: pTr Help | Bio | Ceil | Asg

Step  Action

7 Verify “Validations passed. Save your changes.” displays, and select ﬁl (F8 — Save
changes).

Georgia Department of Education
January 13, 2020  9:42 AM e Page 26 of 64
All Rights Reserved.



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

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CADEVSYS CASECOND WHITE

CERTIFICATE
FILE MAINTENANCE

Employee Number: 88543 ASYBY, RAYHAL SSN:  999-88-8543
STRIDE ID: 12345678

Cert Level: 2| EFf Date: _1/01/2828 Cert ID: 555444777  Open case?: N

Field Cert Prof/Renew Valid

Code Type Flag From To
CERT 081 737 _Db ¥ _1/81/2619 2629

SPANISH (6-12) TEACHER
CERT 882 738 LPT b4 1/61/2819 2621

ENGLISH (6-12) LEAD PROFESSIONAL TEACHING
CERT 083 J— O
CERT 0884 _ — - _
CERT 885 __ R - —
CERT 086

Data saved.

:nm( n’ﬁ rz‘% né H r r r Fs u ra 6’ er F1 Iﬂ *|;ﬂ nsQ

ns‘ o | e TH Help | Bio | Cert | Asg

O X
CPICH188

20.01.00

Step

" Action

Verify “Data saved. Certificate header information has changed.” or “Data saved.”
displays, and select ﬁl (F16 — Exit) to return to the Display/Update Employee CPI

Data — Select Employee screen.
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The following screen displays:

B pCGDist=8991 Rel=14.01.00 04/09/2014 PCW 002 S¥ C:3\DEYSYS C:\SECOND _|E'|£|
Display/Update Employee CPI Data PAYFIHD
Select Employee
Current Order
Filter set: Class,Status Hame
Input:
13
Fkey Hame Empno SSH Loc Cls Cert Pens ContHo Job Stat Hth
1_| AD4IR, MI4HAELE 88757 999-08-8757 108 1 C 2 10 4 A
Input Employee Mumber or Hame or S55H - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Abowve
R | F2 | F3 | F4 | 5 | k6 | F7 | F8 | F3 |.. T ek 13.02.68
Fisﬁ ?157' mm pavr |PGDN‘ Help

Step  Action

Select ﬁl (F16 — Exit) to return to the Certified/Classified Personnel Information System
Master Menu.
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The following screen displays:

r —— [P———
m PCG Dist=8991 Rel=17.04.00 02/02/2018 PCW 003 SV CiRE\I’SYS CASECOND WHITE E.L

Certified/Classified Personnel Information System CPIMENU

Haster Menu

Display/Update Individual Employee Information
Display/Update Third Party Contractors
Display/Update Personnel Data

CPI Salary Schedule
CPI Reporting Menu

Create CPl Report & Transmission File
CPl Assignment File Maintenance

Certificate File Maintenance Menu
CPI Description Code Menu

o
-
'
|

Bk B Bl bl bk

CPI Special Functions Menu

File Reorganization

MESHFI use'listl | I | | | I | | I I | | I 17 .64 .08
re | L5 | MoriSp | BT | MEND

Step  Action

10 Continue CPI processing as normal, or select MI (Master) to return to the Business
Applications Master Menu.
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2C. Deleting a Certificate
m PCG Dist=8991 Rel=17.04.00 02/02/2018 PCW 003 SV C.:RE\I’SYS_C:\SECOND WHITE EE

Certified/Classified Personnel Information System CPIMENU

FKey Master HMenu

DisplayfUpdate Individual Employee Information
DisplayfUpdate Third Party Contractors
DisplayfUpdate Personnel Data

CPI Salary Schedule
CPI Reporting Menu

Create CPl Report & Transmission File
CPI Assig File Mai e

Certificate File Maintenance Menu
CPI Description Code Menu

CPI Special Functions Menu

ok b e LEE

File Reorganization

M,M| llserlistl | 17.64.60
| 15 | Vg FAN | MEND

Step  Action
Select 1| (F1 - Display/Update Individual Employee Information).

The following screen displays:

B PCGDist=8991 Rel=14.01.00 04/09/2014 PCW 002 S¥ C:WDEYSYS C:SECOND _IEILI
Display/Update Employee CPI Data PAYF IHD
Select Employee
Current Order
Filter not active Emp MNumber
Input:
13
Fkey Hame Empno 3SH Loc Cls Cert Pens ContMo Job Stat Mth
Input Employee Number or Hame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
NPl R | F2 | F3 | Fa | 5| |7 |Fe|F [T el 13.62.00
T sk [ Help
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Ste Action

Enter the employee number or the SSN in the Input field, select ﬂl (Enter), and proceed
to Step 4.

If the employee number and the SSN are unknown, enter the employee’s complete or partial
name in the Name field, or Social Security Number in the SSN field, and select Enter.
Entering a complete or partial name in the Name field displays the results most closely
matching the search criteria entered. Proceed to Step 3.

The following screen displays:

B PCGDist=8991 Rel=14.01.00 04/09/2014 PCW 002 SY C:\DEYSYS C:\SECOND ===l
L Display/Update Employee CPI Data PAYF IND
Select Employee
Filter set: Class,Status Current Order
Hame
Current 13
Fkey Name | Empno | 55N Loc Cls Cert Pens ContHo Job Stat HMth
Enter| AD4IR, MI4HAELE 88757 993-08-8757 108 1 C 2 10 4 A
.1 | AGIILERA.JOJUE 88464  999-08-B464 108 1 C 2 10 4 ALY
[ 2 | AM3DODR, MA3IN 88302 933-08-8902 108 1 C 2 10 8 A
il ARSEDONDOD, KISTIE 88729 993-08-8729 195 1 C 2 10 2 A
Ll ARSSTEAD, MISHEL BF744 995-08-7744 201 1 C 2 10 3 A
Ll ARISSTEAD, TASHINA 88944 995-08-8944 108 1 C 2 10 4 A
_ B | ASSCRAFT. JABIKA 89068 995-08-9068 100 1 C 2 10 3 A
_ 7 | BAZES.wAZDOD 83015 993-08-8015 20 1 C 2 10 8 A
8 | BAZMAN. MAZYBELLE 83423 9933-08-9423 100 1 C 2 10 ] A
Ll BASE, EMIRY 87512 933-08-7512 100 1 C 2 10 2 A
FKEY = Record Found Above
or  PgUp/FgDn = Previous/Hext 18 Records
F16-new search, F18-Clear Employee Filter
F1-2 = Choose from Selection Above
Order changed to Alpha
IR | F2 | F2 | FA | Fs | F6 | F7 | F8 | F9 | T i 13.82.80
Fish |§|E7' Fism raur | paon W Help
Step  Action
3 Select Enter| (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).

To sort by Name: Select Mame | (Name).
To sort by Employee Number: Select -Emene | (Empno).
To sort by Social Security Number: Select —SSM_| (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or
select either rardh | (Page Up) or ¥ | (Page Down).
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The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CADEVSYS CA\SECOND WHITE - O X

DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH100
CERTIFICATE FILE - BIDGRAPHICAL INFORMATION

Employee number: 88543 AS9BY, RASHAL SSH: 999 08 8543
STRIDE ID: 12345678

Work location: 1608 Location 0806168

Sex: F Birth: 03/01/1994
Ethnic: 02
National cert: N (Y or N)
Advance/Inhibit: (A, E or spaces)
Certificate level: Cert. pay step: E
Cert. years exp: Local years exp:
Total employment basis: 1.00
Emp. basis-cert.: 1.086 Emp. basis-class: 0.08
Annual contract sal: $§ 37,287.00 Annual classified sal: $ .00
State minimum salary: $ .00
Annual contract days: 190 Annual work days:
Termination date: Rehire date:

Termination reason:

Long term sub?: H (Y or N)

“‘“{ n’i rzq£ né FlH r:H r:M F‘E F8 = rsJ rw' Fi M Fiz 14 P r::'\ 26.61.00
= Help | i |(cert)| Asq

Action

4 Select ﬂl (F30 — Go to Certificate Data).

Georgia Department of Education
January 13, 2020 e 9:42 AM e Page 32 of 64
All Rights Reserved.



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

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 35V CANDEVSYS CASECOND WHITE - O X

CERTIFICATE CPICH108
FILE MAINTENANCE

Employee Number: 88543 ASOBY, RAPHAL SSH: 999-08-8543
STRIDE ID: 12345678

Cert Level: 2 Eff Date: 1/81/2028 Cert ID: S555uL4777 Open case?: N

Field Cert Prof/Renew Valid
Code Type Flag From To
CERT 881 737 D ¥ 1/01/2019 2021
SPANISH (6-12) TEACHER
CERT @82 730 LPT Y 1/701/2019 26821
ENGLISH (6-12) LEAD PROFESSIONAL TEACHING
CERT 083

CERT 004
CERT B85

CERT 0806

Rl R PO Help | Bio | Cert | Asg

Step | Action

5 Select il (F9 — Switch to Update Mode).

If the Update mode remains active from a prior certification module’s selection, such as
editing certificates, the editable fields remain highlighted. After selecting the icon,
PCGenesis highlights the modifiable text.

After selecting the icon, PCGenesis highlights the modifiable text. Where appropriate,
“Expired” displays to the right of the “Valid From/To” fields. As needed, make the
appropriate modifications to the certificate by completing the instructions which follow.

“"v n'E rz‘ﬁ n&‘n rs rs r Fe u rsf" -wY Fi M -r_ﬂ rc:'\ 20.61.00
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The following screen displays:

E PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CADEVSYS CASECOND WHITE — O X

CERTIFICATE CPICH188
FILE MAINTEMANCE

Employee Humber: 88543 ASOBY, RAYHAL SSH: 999-88-8543
STRIDE ID: 12345678

Cert Level: 2| Eff Date: _1/81/2828 Cert ID: 555444777 Open case?: N

Field Cert Prof/Reneuw Ualid

Code Type Flag From To
CERT 861 737 _b ¥ _1/61/2619 2821
SPANISH (6-12) TEACHER
CERT 882 738 LPT Y 1/81/2819 2021
ENGLISH (6-12) LEAD PROFESSIONAL TEACHING
CERT 883 ___ R e —
CERT 684 _ _ _
CERT 885 ___ J— N —
CERT 006

Mode changed to update

“"V n’ﬁ rz‘% r;é‘ﬂ‘r‘r r Fg = rs & er Fi M .—.;ﬂ Fl!q 28.61.80

= Help | Bio | Ceirt | Asg

Step  Action

6 Verify “Mode changed to update” displays.

Remove all entries on the certificate line.

/ Select E (Enter).

Select & (F17 — Print this data) to obtain a screen print of the Certificate File
Maintenance screen. The screen print file will be available in the print queue with the
name ‘PSCNnnnn’.
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The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 sV CADEVSYS CASECOND WHITE - O X

CERTIFICATE CPICH180
FILE MAINTENANCE

Employee MHumber: 88543 AS9BY, RAYHAL SSN: 999-088-8543
STRIDE ID: 12345678

Cert Level: 2| EFf Date: _1/81/2028 Cert ID: 555444777 Open case?: N

Field Cert Prof/Renew Valid
Code Type Flag From To
CERT 001 _ —
SPANISH (6-12) TEACHER
CERT 082 730 LPT b4 1/681/2019 2021
ENGLISH (6-12) LEAD PROFESSIONAL TEACHING
CERT 883 ___ R N —
CERT 004 . _
CERT 885 ___ _ _
CERT 006 _ _

Validations passed. Save your changes.

i ATLS T =] P P | e = [ O S ey 20.01.00
Fl" ,?;; ,TF Help | Bio | Ceil | Asg

Step  Action

8 Verify “Validations passed. Save your changes.” displays, and select ﬁl (F8 — Save
changes).
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The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CA\DEVSYS CA\SECOND WHITE — O X

CERTIFICATE CPICH100
FILE MATNTENANCE

Employee Number: 88543 ASYBY, RAYHAL SSN:  999-088-8543
STRIDE ID: 12345678

Cert Level: 2+| EFf Date: _1/01/2028 Cert ID: 555444777  Open case?: N

Field Cert Prof/Renew Valid

Code Type Flag From To
CERT 081 738 LPT Y /8172819
ENGLISH (6-12) LEAD PROFESSIONAL TEACHING
CERT 862 _ _ _
CERT 083 __ — _
CERT 864 _ . _
CERT 885 __ R - J—
CERT 086

Data saved.

“"‘V n’ﬁ rz‘* B§|H r r r Fg n "6“{' er 'rIH '|:ﬂ |-15Q 20.61.00

ns’ o | o T Help | Bio | Cert | Asg

Step  Action

9 Verify “Data saved.” displays, and select ﬁl (F16 — Exit) to return to the Display/Update
Employee CPI Data — Select Employee screen.
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The following screen displays:

B PCGDist=8991 Rel=14.01.00 04/09/2014 PCW 002 S¥ C:\DEYSYS C:SECOND _|ﬁ'|£|
Display/Update Employee CPI Data PAYFIND
Select Employee
Current Order
Filter set: Class,Status Name
Input:
13
Fkey Hame Empno 35N Loc Cls cert Pens ContMo Job Stat Mth
1 | AD4IR, MI4HAELE 88757 993-08-8757 108 1 C 2 10 4 A
Input Employee Number or Hame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-2 = Choose from Selection Abouve
MY R | P2 | F3 | Fa | 5| |7 |Fe|F [T el 13.62.00
o] T rov ik [, Help

Step  Action

10 Select ﬁl (F16 — Exit) to return to the Certified/Classified Personnel Information System
Master Menu.

The following screen displays:

]
m PCG Dist=8991 Rel=17.04.00 02/02/2018 PCW 003 SV CADEVSYS CASECOND WHITE _

Certified/Classified Personnel Information System CPIMENU

FKey Haster Menu

—

DisplayfUpdate Individual Employee Information
Display{Update Third Party Contractors
Display/Update Personnel Data

CPI Salary Schedule
CPI Reporting Menu

Create CPI Report & Transmission File
CPI Assig t File Maint

Certificate File Maintenance Menu
CPI Description Code Menu

CPl Special Functions Menu

=)
'
'

Bk EE ER bR BRE

File Reorganization

e P | T Y Y O Y [ 2

@[ MG | VT SO MEND
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11 Continue CPI processing as normal, or select MI (Master) to return to the Business
Applications Master Menu.
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Topic 3: Display/Update Assignment Information
3A. Adding an Assignment

—
m PCG Dist=8991 ReJ:l?.DJLQ 02/02/2018 PCW 003 SV CEE\I’SE (C\SECOND WHITE E.L

Certified/Classified Personnel Information System CPIMENU

Haster Henu
DisplayfUpdate Individual Employee Information

DisplayfUpdate Third Party Contractors
Displayf{Update Personnel Data

CPI Salary Schedule
CPl Reporting Menu

Create CPl Report & Transmission File
CPl A File Mai e

g

Certificate File Maintenance Menu
CPI Description Code Menu

CPI Special Functions Menu

File Reorganization

17.84.88

Step  Action
1 Select 1| (F1 - Display/Update Individual Employee Information).

The following screen displays:

B PCGDist=8991 Rel=14.01.00 04/09/2014 PCW 002 S¥ CYDEYSYS C:SECOND _IE'ILI
Display/Update Employee CPI Data PAYFIND
Select Employee
Current Order
Filter not active Emp Humber
Input:
13
Fkey Hame Empno 35N Loc Cls cert Pens ContMo Job Stat Mth
Input Employee Number or Hame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-2 = Choose from Selection Abouve
NEFI R | F2 | F3 | Fa | 5| | |Fe | |.T el 13.62.00
T ok [, Help
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Ste Action

Enter the employee number or the SSN in the Input field, select ﬂl (Enter), and proceed
to Step 4.

If the employee number and the SSN are unknown, enter the employee’s complete or partial
name in the Name field, or Social Security Number in the SSN field, and select Enter.
Entering a complete or partial name in the Name field displays the results most closely
matching the search criteria entered. Proceed to Step 3.

The following screen displays:

B PCGDist=8991 Rel=14.01.00 04/09/2014 PCW 002 5Y¥ C:\DE¥SYS C:\SECOND —l=lx|
_ Display/Update Employee CPI Data PAYFIND
Select Employee
Filter set: Class,Status Current Order
Hame
Current 13
Fkey Name | Empno | 55N Loc Cls Cert Pens ContHo Job Stat Hth
Enter| AD4IR, MI4HAELE 88757 995-08-8757 108 1 C 2 10 4 A
;l AGIILERA, JOSUE 88464 995-08-8464 108 1 C 2 10 4 A Y
Ll AM3DOR. MA3IN 88902 995-08-8902 108 1 C 2 10 8 A
LI ARSEDONDO, KISTIE 88729 993-08-8729 195 1 C 2 10 2 A
;[ ARISTEAD, MISHEL 87744 9933-08-7744 201 1 C 2 10 3 A
il ARISTEAD, TAJHINA 88944 993-08-8944 108 1 C 2 10 4 A
Ll ASBCRAFT, JABIKA 89068 995-08-9068 100 1 C 2 10 3 A
Ll BAZES, WAZDOD 88015 993-08-8015 201 1 C 2 10 8 A
[ 8 | BAZMAN. MAZYBELLE 89423 995-08-5423 100 1 C 2 10 9 A
L[ BASE, EMIRY 87512 933-08-7512 100 1 C 2 10 2 A
FKEY = Record Found Above
or  Pglp/PgDn = Previous/Hext 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Above
Order changed to Alpha
MY F | F2 | F3 | Fa | s | F6 | F7 | Fe | Fa | T el 13.62.00
Fisﬁ |§|E7' Fism raur il |PGDN' Help
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Step Action
3 Select Enter| (Enter) or select the Function key corresponding to the employee’s record,

and select ﬂl (Enter).

To sort by Name: Select -Mame | (Name).
To sort by Employee Number: Select _Empno | (Empno).

To sort by Social Security Number: Select —8SN_ (SSN).
To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or

select either rard | (Page Up) or ¥ | (Page Down).

If no CPI record exists for the employee, review the employee’s Payroll record to ensure
the Include on CPI?, Pay Class, Termination Date, and Termination Reason, and Pay
Status field entries are correct. Make the appropriate corrections to the employee’s
Payroll record, and repeat this procedure beginning at Step 1.

If the Payroll record is correct, but the employee does not have a CPI record, save the
Payroll record with the Y (Yes) CPI flag. If the CPI record is missing at this point, contact
the Technology Management Customer Support Center for assistance.

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CADEVSYS CA\SECOND WHITE - O x>

DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH188
CERTIFICATE FILE - BIOGRAPHICAL INFORMATION

Employee number: 88543 AS9BY, RAYHAL SSN: 999 08 B8543
STRIDE ID: 12345678

Work location: 108 Location 0600108

Sex: F Birth: 03/01/1994
Ethnic: 62
National cert: N (Y or N)
Advance/Inhibit: (A, E or spaces)
Certificate level: Cert. pay step: E
Cert. years exp: Local years exp:
Total employment basis: 1.088
Emp. basis-cert.: 1.68 Emp. basis-class: @.68
Annual contract sal: § 37,287.00 Annual classified sal: $ .00
State minimum salary: $ .60
Annual contract days: 190 Annual work days:
Termination date: Rehire date:

Termination reason:

Long term sub?: N (Y or N)

“T“{ n'% rz‘& rsé rwlﬂ r:lﬂ rrlﬂ r“_‘ﬂ Fs S| rsl’ nnY Fi M '|;ﬂ r;-g‘ﬁ. 20.91.00
= =R Help | i | Cent [(Asq)

" Action

4 Select ﬂl (F31 — Go to Assignment Data).
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The following screen displays:

[Z] PCGDist=8991 Rel=19.0400 01/13/2020 PCG001 SV CADEVSYS CASECOND WHITE - i X
DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORHMATION CPICH188
CERTIFICATE FILE - ASSIGNMENT SUHMHARY
SSN: 999-88-9599 EMPLOYEE #: 089599  NAME: BRA2LEY, TI2ANY
STRIDE ID: 11223344
Certificate Level: 4
ASSIGNMENT SUMMARY
PFKEY C/N  LOC JOB SUBJ FIELD TYPE FUND CONSOL  PERCENT
Aasgn 61 (&0 c 195 181 238 8688 SRT N 30.0
Aasgn 82 F12| ¢ 195 101 278 808 SRT N 20.9
Asgn 83 F13| ¢ 195 181 418 888 SRT N 16.9
fAsgn 6% Fl4| ¢ 195 161 458 868 SRT N 16.80
asgn 65 F17| ¢ 195 132 928 808 SRT N 30.0
Asgn 06 _F18]
Asgn 67 _F19]
Asgn 68 _F20|
Asgn 69 F21
fAsgn 10 _F22
Asgn 11 F23]
fAsgn 12 _F24
Asgn 13 _F25)
fAsgn 14 _F26
fAsgn 15 _F27
100.90
“'“{ n’ﬁ rz‘t’% r;& rulﬂ r:lﬂ r'lﬂ r*lﬂ F2 H rs B4 rw' F1 M ’w.ﬂ rf:'\ 20.61.00
ru« F ?ﬁ rie T Help | Bio | Cert | Asg
Step  Action
5 Choose the assignment by selecting the Function key Fnn] neyt to an empty assignment
slot.

Where appropriate, “Certificate Expired” displays to the right of the “Percent” field. As
needed, make the appropriate modifications to the certificate by completing the instructions
in 2A. Adding or Modifying a Certificate.

Select & (F17 — Print this data) to obtain a screen print of the Update/Display Individual
Employee Information — Assignment Summary screen. The screen print file will be
available in the print queue with the name ‘PSCNnnnn’.
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The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CADEVSYS CA\SECOND WHITE - O X

DISPLAY/UPDATE INDIVIDUAL EMPLOYEE IMFORMATION CPICH188
CERTIFICATE FILE - ASSIGNMENT 06 DETAIL INFORMATION

SSH: 999-88-9599 EMPLOYEE #: 089599 NAME: BAZLEY, TI2ANY
STRIDE ID: 11223344

Assignment Type: —~  (Cor N)
School/Work Location: _195 Location 806195

Job Code: —
Subject Matter:
Field Code: _
Certificate Type: ___
2ndary Fund Code: L]
Consolidated Fund Flg: _ (Y or N)
Assignment %:
Cert. Effect. Date: Cert. Expire Year:
Certificate Level: 4
L T ) s o P = 7 P PN P ey 20.01.00
= | = ) Help | Bio | Cert | Asg
Action
Select il (F9 — Switch to Update Mode).
The following screen displays:
m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CADEVSYS CASECOND WHITE - a X
DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH188

CERTIFICATE FILE - ASSIGNMENT 06 DETAIL INFORMATION

SSH: 999-88-9599 EMPLOYEE #: 089599 NAME: BAZLEY, TIZ2ANY
STRIDE ID: 11223344

Assignment Type: (C or N)
School/Work Location: _195 Location 806195

Job Code:

Subject HMatter:
Field Code:
Certificate Type:

2ndary Fund Code:
Consolidated Fund Flg:
Assignment %:

(Y or N)

Cert. Effect. Date: Cert. Expire Year:
Certificate Level: 4

Hode changed to update
| w] R B LE G e B e o W ] e ([ ey 20.01.00
e 50| e T Help | Bio | Cert | Asq
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7 Enter C (Certified) or N (Non-Certified) in the Assignment Type field.

“Certificate for Assignment Does Not Exist. Verify Type, and Field.” displays for missing
or invalid certificate information. In this instance, correct the “Assignment Type”, and
“Field Code” field entries.

8 Enter the employee’s school or work location code or select the drop-down selection icon =
within the School/Work Location field to choose the location code.

9 Enter the employee’s area of employment code or select the drop-down selection icon A
within the Job Code field to choose the area of employment code.

If the entry in Step 7 is N (Non Certified), proceed to Step 13.

Steps 10 — 12 apply to Certified (C) job assignments only.

10 Enter the State-funded course code or select the drop-down selection icon = within the
Subject Matter field to choose the code from the PCG Select CPI Code dialog box.

11 Enter the employee’s PSC-assigned certificate field code or select the drop-down selection
icon -~ within the Field Code field to choose the course code.

Within the PCG Select CPI Code dialog box, PCGenesis displays for ‘C’ (Certified)
employees’ valid certification field code, and certification type information.

12 Enter the employee’s PSC-assigned certificate type code in the Certificate Type field where
appropriate.

When selecting F15 or the drop-down selection icon ~lin Step 11, PCGenesis automatically
populates the Certificate Type field entry from the employee’s certificate record.

Steps 13 — 15 apply to Certified (C) and Non-Certified (N) job assignments.

13 Enter the employee’s salary fund code, other than from Quality Based Education (QBE)

funds, or select the drop-down selection icon | within the 2ndary Fund Code (Secondary
Fund Code) field to choose the fund code.

14 The Consolidated Fund Flag indicates if the employee’s assignment should be counted in
Consolidated Funding. Valid values for the Consolidated Fund Flag are ‘Y’ (Yes) or ‘N’
(No).

15 Enter the percentage (%) of time (0.0) the employee spends on the assignment in the

Assignment% (Assignment Percentage) field.
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Step  Action
16 Select ﬂl (Enter).

Select & (F17 — Print this data) to obtain a screen print of the Update/Display Individual
Employee Information — Assignment Detail Information screen. The screen print file will
be available in the print queue with the name ‘PSCNnnnn’.

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CADEVSYS CASECOND WHITE - O >

DISPLAY/UPDATE INDIVIDUAL EWPLOYEE INFORMATION CPICH100
CERTIFICATE FILE - ASSIGNMENT 06 DETAIL INFORMATION

S$SH: 999-88-9599 EMPLOYEE #: 089599 HAME : BA2LEY, TI2ANY
STRIDE ID: 11223344

Assignment Type: C (Cor N)
School/Work Location: _195 Location 066195
Job Code: 161 GRADE 1 TEACHER
Subject HMatter: 428 PSYCHOLOGY
Field Code: 958 SPED READING COGNITIVE LEU P-5
Certificate Type: SRT STANDARD PROF TEACHING
2ndary Fund Code: 81  LOTTERY FUHNDS
Consolidated Fund Flg: N {Y or N)
Assignment %: _18.08
Cert. Effect. Date: Cert. Expire Year:
Certificate Level: &4

UValidations passed. Save your changes.
o | 2|, 42| o @ JE || | T oo ]88 | W ] ] [ e @ - 26.81.08
e 50 | e Tl Help | Bio | Cen | Asg

Verify “Validations passed. Save your changes.” displays, and select ﬁl (F8 — Save
changes).
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The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CA\DEVSYS CASECOND WHITE

DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION
CERTIFICATE FILE - ASSIGNMENT 06 DETAIL INFORMATION

SSH: 999-88-9599 EHPLOYEE #: 089500 NAHE: BAZLEY, TI2ANY
STRIDE ID: 11223344

Assignment Type: C (Cor N)
School/Work Location: Location 666195

=
=3
ol

Job Code: 181 GRADE 1 TEACHER
Subject Matter: 428 PSYCHOLOGY
Field Code: 958 SPED READING COGHITIUVE LEUVU P-5

Certificate Type: STANDARD PROF TEACHING

LOTTERY FUNDS
(Y or N)

2ndary Fund Code:
Consolidated Fund Flg:
Assignment %: _10.8

=z g

Cert. Effect. Date: 2/23/20818 Cert. Expire Year: 2022
Certificate Level: &

Data saved
" 4 L T I ) P = 2 P ol PRI PN e
e @50 | o Tl Help | Bio | Cent | Asg

O X
CPICH180

20.01.00

Action

18 Verify “Data saved” displays, and select ﬁl (F16 — Exit) to return to the Display/Update

Individual Employee Information — Certificate File — Assignment Summary screen.

The following screen displays:

E PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CADEVSYS CASECOND WHITE

DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATIOH
CERTIFICATE FILE - ASSIGNMENT SUHHMARY

SSNH: 999-88-9599 EMPLOYEE #: 089599 HAME: BAZLEY, TI2ANY
STRIDE ID: 11223344

Certificate Level: &4

ASSIGNMENT SUMMARY

PFKEY C/N LOC JOB SUBJ FIELD TYPE FUND COHSOL PERGENT
Asgn 81 [H 195 161 2306 868 SRT N 36.8
Asgn 82 F12| ¢ 195 181 270 808 SRT N 20.0
asgn 83 F13| ¢ 195 161 416 868 SRT N 16.8
Asgn 64 F14| ¢ 195 161 456 868 SRT N 16.6
Asgn 85 F17| ¢ 195 132 928 8688 SRT N 38.08
Asgn 86 Fi8| c 195 181 420 958 SRT 81 H 16.0
Asgn 67 F13|
Asgn 88 F20|
fAsgn 89 F21
Asgn 10 _F22|
Asgn 11 F23|
fisgn 12 F24
Asgn 13 _F25
Asgn 14 F26|
Asgn 15 _F27|
110.0
WARNINGt - Percents on Assignments Do MNot Equal 106%
PP PO s s s = % P P -3
e | =k Help | Bio | Cert | Asq

O X
CPICH100

20.61.00
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19 Select ﬁl (F16 — Exit) to return to the Display/Update Employee CPI Data — Select
Employee screen.

The following screen displays:

B PCGDist=§991 Rel=14.01.00 04/09/2014 PCW 002 S¥ C:\DEVSYS C:\SECOND — =] x|
Display/Update Employee CPI Data PAYF IND
Select Employee
Current Order
Filter set: Class,Status Hame
Input:
13
Fkey Hame Empno SSH Loc Cls Cert Pens ContHo Job Stat Mth
1 | AD4IR. MI4HAELE 88757 999-08-8757 108 1 C 2 10 4 A
Input Employee Mumber or Hame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
2| 1 | F2 | Fa | ks | F5 | Fe | F7 | Fa | Fa | ey 13.062.00
FIS« |§|E7' Fism pap |PGDN‘ Help

Step | Action

20 Select ﬁl (F16 — Exit) to return to the Certified/Classified Personnel Information Master
Menu.
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The following screen displays:

—_—
m PCG Dist=8991 Rel=17.04.00 02/02/2018 PCW 003 SV CSEE\I’SYS CASECOND WHITE E.L
Certified/Classified Personnel Information System CPIMENU

Master HMenu

- - Display}Update Individual Employee Information
- - DisplayfUpdate Third Party Contractors
- - Display{Update Personnel Data

-- CPl Salary Schedule
-- CPl Reporting Menu

-- Create CPl Report & Transmission File
-- CPI Assi File Mai e

g

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

-- CPI Special Functions Menu

20

FKey
R
2
T3
5]
7
9
RN
REX)
s
N
2]

- - File Reorganization

17 .84.88

Step  Action

21 Continue CPI processing as normal, or select MI (Master) to return to the Business
Applications Master Menu.
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3B. Modifying an Assignment
[P Doreioet Rt e s N O o OGO v S e = NS

Certified/Classified Personnel Information System CPIMENU

Haster Menu

DisplayfUpdate Individual Employee Information
Displayf/Update Third Party Contractors
Display{Update Personnel Data

CPl Salary Schedule
CPI Reporting Menu

Create CPI Report & Transmission File
CPI Assig t File Maint

Certificate File Maintenance Menu
CPI Description Code Menu

CPI Special Functions Menu

File Reorganization

17 .84_00

1 Select 1| (F1 - Display/Update Individual Employee Information).

The following screen displays:

B PCGDist=8991 Rel=14.01.00 04/09/2014 PCW 002 S¥ C:\DEVSYS C:\SECOND =] x|
Display/Update Employee CPI Data PAYFIND
Select Employee
Current Order
Filter not active Emp Humber
Input:
13
Fkey Hame Empno SSH Loc Cls cert Pens ContMo Job Stat Hth
Input Employee Humber or Hame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
MF R | k2 | k3 | Fa | (ST S = = S T e 13.682.00
T sk [ ¥ Help
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Ste Action

Enter the employee number or the SSN in the Input field, select ﬂl (Enter), and proceed
to Step 4.

If the employee number and the SSN are unknown, enter the employee’s complete or partial
name in the Name field, or Social Security Number in the SSN field, and select Enter.
Entering a complete or partial name in the Name field displays the results most closely
matching the search criteria entered. Proceed to Step 3.

The following screen displays:

B PCGDist=8991 Rel=14.01.00 04/09/2014 PCW 002 S¥ C:\DE¥SYS C:\SECOND ===
_ Display/Update Employee CPI Data PAYFIND
Select Employee
Filter set: Class,Status Current Order
Hame
Current 13
Fkey Name | Empno | 55N Loc Cls Cert Pens ContHo Job Stat Hth
Enter| AD4IR, MI4HAELE 88757 995-08-8757 108 1 C 2 10 4 A
;l AGIILERA, JOSUE 88464 995-08-8464 108 1 C 2 10 4 A Y
[ 2 | AM3DOR. MA3IN 88902 995-08-8902 108 1 C 2 10 8 A
_ 3 | ARSEDONDO. KISTIE 88729 993-08-8729 195 1 C 2 10 2 A
4 | AR9STEAD. MISHEL 87744 9933-08-7744 201 1 C 2 10 3 A
Ll ARISTEAD, TAJHINA 88944 993-08-8944 108 1 C 2 10 4 A
Ll ASBCRAFT, JABIKA 89068 995-08-9068 100 1 C 2 10 3 A
Ll BAZES, WAZDOD 88015 993-08-8015 201 1 C 2 10 8 A
[ 8 | BAZMAN. MAZYBELLE 89423 939-08-9423 100 1 C 2 10 9 A
.9 | BASB, EMIRY 87512 933-08-7512 100 1 C 2 10 2 A
FKEY = Record Found Above
or  Pglp/PgDn = Previous/Hext 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Above
Order changed to Alpha
MY F | F2 | F3 | Fa | s | F6 | F7 | Fe | Fa | T el 13.62.00
Fisﬁ |§|E7' Fism raur ik |PGDN' Help
Step  Action
3 Select Enter| (Enter) or select the Function ey corresponding to the employee’s record,

and select ﬂl (Enter).

To sort by Name: Select -Mame | (Name).
To sort by Employee Number: Select _Empno | (Empno).
To sort by Social Security Number: Select —8SN_I (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or
select either rard | (Page Up) or ¥ | (Page Down).
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The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CADEVSYS CA\SECOND WHITE — ] X
DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH188
CERTIFICATE FILE - BIDGRAPHICAL INFORMATION
Employee number: 88543 AS?BY, RAPHAL SSNH: 999 68 8543
STRIDE ID: 12345678
Work location: 168 Location 006108
Sex: F Birth: 03/01/1994
Ethnic: 02
Hational cert: H (¥ or HN)
Advance/Inhibit: (A, E or spaces)
Certificate level: Cert. pay step: E
Cert. years exp: Local years exp:
Total employment basis: 1.00
Emp. basis-cert.: 1.086 Emp. basis-class: 0.08
Annual contract sal: $ 37,287.00 Annual classified sal: $ .00
State minimum salary: $ .00
Annual contract days: 198 Annual work days:
Termination date: Rehire date:
Termination reason:
Long term sub?: H (Y or M)
4 LS T ] e s = | A P PO P ey 20.61.08
=R Help | Bio | Cert [(Asq)

Action

4 Select ﬂl (F31 — Go to Assignment Data).

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CADEVSYS CASECOND WHITE

DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION
CERTIFICATE FILE - ASSIGNMENT SUMHMARY

SSH: 999-88-9599 EMPLOYEE #: 089599 NAME: BA2LEY, TIZ2ANY
STRIDE ID: 11223344

Certificate Level: 4

ASSIGNHMENT SUMMARY

PFKEY C/N  LOC JOB SUBJ FIELD TYPE FUND CONSOL  PERCENT
fsgn 61 [ 195 161 230 808 SRT N 36.0
Asgn B2 F12| ¢ 195 181 270 808 SRT H 20.0
Asgn 83 F13| ¢ 195 161 410 808 SRT N 10.0
Asgn 64 Fl14| ¢ 195 161 456 888 SRT N 16.8
Asgn 85 F17| ¢ 195 132 928 888 SRT N 36.8
Asgn 86 F18| ¢ 195 161 420 958 SRT 81 N 10.0
Asgn 87 _F19|
Asgn 68 _F20|
Asgn 089 _F21|
Asgn 10 F22|
Asgn 11 F23
Asgn 12 _F24
Asgn 13 _F25
Asgn 14 _F26 |
Asgn 15 F27|
1168.8
WARNING? - Percents on Assignments Do Mot Equal 106%
:.‘“{ n.i F‘Z‘* l’!é F\lﬂ I':I.:' I'-:I“ V’"" F& H '.‘4/‘ FN)T Fi m Fi: 4 V’.":}\
ru’ re | T[ Help | Bio | Cert | A

] x
CPICH100

20.01.00
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S Select the Function key _Fnn] corresponding to the assignment requiring modification.

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CANDEVSYS CASECOND WHITE - O X

DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH108
CERTIFICATE FILE - ASSIGNMENT 61 DETAIL INFORMATION

SSH: 999-08-9599 EMPLOYEE #: 089599 HAME: BAZLEY, TI2ANY
STRIDE ID: 11223344

Assignment Type: [H (C or H)
School/Work Location: 195 Location 068195

Job Code: 1801 GRADE 1 TEACHER
Subject HMatter: 230 ENGLISH LANGUAGE ARTS
Field Code: 808 EARLY CHILDHOOD EDUCATION (P-5
Certificate Type: SRT STANDARD PROF TEACHING

2ndary Fund Code: 00
Consolidated Fund Flg: N (Y or N)
Assignment %: 30.8

Cert. Effect. Date: 7/01/2817 Cert. Expire Year: 2622
Certificate Level: &4

4 PSS TS Y= ) | ) P S P = 20.01.08
rm’ =] P Help | Bio | Cert | Asg
Step  Action

6 Select il (F9 - Switch to Update Mode).

If the Update mode remains active from a prior certification module’s selection, such as
editing certificates, the editable fields remain highlighted. After selecting the icon,
PCGenesis highlights the modifiable text.
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The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CM\DEVSYS CASECOND WHITE - O h8

DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH188
CERTIFICATE FILE - ASSIGHWMENT 61 DETAIL INFORWATION

SSH: 999-88-9599 EMPLOYEE #: 089599 HAME: BAZLEY, TIZ2ANY
STRIDE ID: 11223344

Assignment Type: C (C or N)
School/Work Location: _195 Location 888195
Job Code: 101 GRADE 1 TEACHER
Subject Hatter: 238 EHNGLISH LANGUAGE ARTS
Field Code: 868 EARLY CHILDHOOD EDUCATION (P-5
Certificate Type: SRT STANDARD PROF TEACHING
2ndary Fund Code: 1]
Consolidated Fund Flg: H {¥ or N)
Assignment %: _30.0

Cert. Effect. Date: 7/01/2017 Cert. Expire Year: 2022
Certificate Level: 4

Hode changed to update

vl vz .2 .. 3| E|. B 5E|E] s B ess]co X @] - @ Y 20.61.00
re@ | 50| e T Help | Bio | cent | Asq
Step  Action
7 Verify “Mode changed to update” displays, make the appropriate modifications to the fields,

and select ﬂl (Enter).

Select & (F17 — Print this data) to obtain a screen print of the Update/Display
Individual Employee Information — Assignment Detail Information screen. The screen
print file will be available in the print queue with the name ‘PSCNnnnn’.
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The following screen displays:

E PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CADEVSYS CASECOND WHITE - O X

DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH180
CERTIFICATE FILE - ASSIGNMENT 61 DETAIL INFORMATION

SSH: 999-88-9599 EMPLOYEE #: 089599 NAHME: BAZ2LEY, TI2ANY
STRIDE ID: 11223344

Assignment Type: c {C or N)
School/Work Location: _195 Location 8686195
Job Code: 101 GRADE 1 TEACHER
Subject Matter: 238 EHNGLISH LANGUAGE ARTS
Field Code: 888 EARLY CHILDHOOD EDUCATION (P-5
Certificate Type: SRT STANDARD PROF TEACHING
2ndary Fund Code: 68
Consolidated Fund Flg: H {¥ or H)
Assignment %: _20.8

Cert. Effect. Date: 7/01/2017 Cert. Expire Year: 2022
Certificate Level: &4

Validations passed. Save your changes.

ENTER o = —— - — .
vz .z 8| E| E|.E E . 8680 Xm0 =Y 26.61.08
rs®8| 50| e T Help | Bio | Cent [ Asq

Action

Verify “Validations passed. Save your changes.” displays, and select ﬁl (F8 — Save
changes).

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CA\DEVSYS CASECOND WHITE - | X

DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATIOH CPICH100
CERTIFICATE FILE - ASSIGHMENT 61 DETAIL INFORMATION

SSH: 9299-88-9599 EMPLOYEE #: 089599 NAME: BAZLEY, TI2ANY
STRIDE ID: 11223344

Assignment Type: C {C or H)
School/Work Location: 195 Location 0680195
Job Code: 181 GRADE 1 TEACHER
Subject Matter: 2380 ENGLISH LAHGUAGE ARTS
Field Code: 868 EARLY CHILDHOOD EDUCATION (P-5
certificate Type: SRT STANDARD PROF TEACHING
2ndary Fund Code: a6
Consolidated Fund Flg: N {Y or N)
Assignment %: _28.8

Cert. Effect. Date: 7701720817 Cert. Expire Year: 2022
Certificate Level: &

Data saved
“'“{ ""i ';‘E rella) | e- [l nn I!Sdn r-:-Y I‘ﬂ@ '1;ﬂ r'.':\ 20.01.00
n:‘ Fi ?l; riam Help | Bio | Cert | Asg
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Verify “Data saved.” displays, and select ﬁl (F16 — Exit) to return to the Display/Update
Individual Employee Information — Certificate File — Assignment Summary screen.

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CADEVSYS CASECOND WHITE - O X
DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH168
CERTIFICATE FILE - ASSIGNMENT SUMMARY
SSN: 999-088-9599 EMPLOYEE #: 089599 NAME: BAZLEY, TI2ANY
STRIDE ID: 11223344
Certificate Level: 4
ASSIGNMENT SUMMARY
PFKEY C/N  LOC JOB SUBJ FIELD TYPE FUND CONSOL  PERCENT
Asgn B1 (1] C 195 181 238 888 SRT N 28.8
fAsgn 62 F12| ¢ 195 181 278 888 SRT H 20.0
fAsgn 63 F13| ¢ 195 161 418 888 SRT H 10.8
fAsgn 63 Fl14| ¢ 195 161 458 808 SRT N 16.8
Asgn 85 FI17| ¢ 195 132 928 8088 SRT H 30.0
Asgn 86 _F18| ¢ 195 161 428 958 SRT 81 N 10.8
Asgn 67 _F19]
fsgn 08 F20|
fAsgn 89 _F21
Asgn 10 _F22|
Asgn 11 _F23]
fAsgn 12 _F24
Asgn 13 _F25]
nsgn 14 _F26
fAsgn 15 _F27
100.0
““'v N.E u‘% 735 FIE r:Iﬂ r-:H r*iﬂ F8 u ':-‘(?'"ﬂ er 'rILI '1:ﬂ r‘_-—:'\ 20.01.00
8| Bl T Help | Bio | Cert | A:n

10 Select ﬁl (F16 — Exit) to return to the Display/Update Employee CPI Data — Select
Employee screen.
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The following screen displays:

B PCGDist=8991 Rel=14.01.00 04/09/2014 PCW 002 S¥ C:\DEVSYS C:SECOND _ = x|
Display/Update Employee CPI Data PAYFIND
Select Employee
Current Order
Filter set: Class,Status Hame
Input:
13
Fkey Hame Empno SSH Loc Cls Cert Pens ContHo Job Stat HMth
1 | ADAIR, MI4HAELE 88757 999-08-875F 108 1 [ 2 10 4 A
Input Employee Mumber or Hame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Abowve
7 L I = I I I O s s P = 13.82.08
FIS« |§1}:7T Fism ravr ik |PGDN' Help

Step  Action

11 Select ﬁl (F16 — Exit) to return to the Certified/Classified Personnel Information System
Master Menu.
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3C. Deleting an Assignment
[P Doreioet Rt e s N O o OGO v S e = NS

Certified/Classified Personnel Information System CPIMENU

Haster Menu

DisplayfUpdate Individual Employee Information
Displayf/Update Third Party Contractors
Display{Update Personnel Data

CPl Salary Schedule
CPI Reporting Menu

Create CPI Report & Transmission File
CPI Assig t File Maint

Certificate File Maintenance Menu
CPI Description Code Menu

CPI Special Functions Menu

File Reorganization

17 .84_00

1 Select 1| (F1 - Display/Update Individual Employee Information).

The following screen displays:

B PCGDist=8991 Rel=14.01.00 04/09/2014 PCW 002 S¥ C:\DEVSYS C:\SECOND =] x|
Display/Update Employee CPI Data PAYFIND
Select Employee
Current Order
Filter not active Emp Humber
Input:
13
Fkey Hame Empno SSH Loc Cls cert Pens ContMo Job Stat Hth
Input Employee Humber or Hame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
MF R | k2 | k3 | Fa | (ST S = = S T e 13.682.00
T sk [ ¥ Help
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Ste Action

Enter the employee number or the SSN in the Input field, select ﬂl (Enter), and proceed
to Step 4.

If the employee number and the SSN are unknown, enter the employee’s complete or partial
name in the Name field, or Social Security Number in the SSN field, and select Enter.
Entering a complete or partial name in the Name field displays the results most closely
matching the search criteria entered. Proceed to Step 3.

The following screen displays:

B PCGDist=8991 Rel=14.01.00 04/09/2014 PCW 002 S¥ C:\DE¥SYS C:\SECOND ===
_ Display/Update Employee CPI Data PAYFIND
Select Employee
Filter set: Class,Status Current Order
Hame
Current 13
Fkey Name | Empno | 55N Loc Cls Cert Pens ContHo Job Stat Hth
Enter| AD4IR, MI4HAELE 88757 995-08-8757 108 1 C 2 10 4 A
;l AGIILERA, JOSUE 88464 995-08-8464 108 1 C 2 10 4 A Y
[ 2 | AM3DOR. MA3IN 88902 995-08-8902 108 1 C 2 10 8 A
_ 3 | ARSEDONDO. KISTIE 88729 993-08-8729 195 1 C 2 10 2 A
4 | AR9STEAD. MISHEL 87744 9933-08-7744 201 1 C 2 10 3 A
Ll ARISTEAD, TAJHINA 88944 993-08-8944 108 1 C 2 10 4 A
Ll ASBCRAFT, JABIKA 89068 995-08-9068 100 1 C 2 10 3 A
Ll BAZES, WAZDOD 88015 993-08-8015 201 1 C 2 10 8 A
[ 8 | BAZMAN. MAZYBELLE 89423 939-08-9423 100 1 C 2 10 9 A
.9 | BASB, EMIRY 87512 933-08-7512 100 1 C 2 10 2 A
FKEY = Record Found Above
or  Pglp/PgDn = Previous/Hext 18 Records
F16-new search, F18-Clear Employee Filter
F1-9 = Choose from Selection Above
Order changed to Alpha
MY F | F2 | F3 | Fa | s | F6 | F7 | Fe | Fa | T el 13.62.00
Fisﬁ |§|E7' Fism raur ik |PGDN' Help
Step  Action
3 Select Enter| (Enter) or select the Function ey corresponding to the employee’s record,

and select ﬂl (Enter).

To sort by Name: Select -Mame | (Name).
To sort by Employee Number: Select _Empno | (Empno).
To sort by Social Security Number: Select —8SN_I (SSN).

To scroll between pages: Select the PgUp/PgDn keys on the computer’s keyboard or
select either rard | (Page Up) or ¥ | (Page Down).
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The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/10/2020 PCG 001 SV CM\DEVSYS CASECOND WHITE - O h8

DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATIODN CPICH1B0
CERTIFICATE FILE - BIOGRAPHICAL INFORMATION

Employee number: 88543 AS?BY, RAZHAL SSN: 999 88 8543
STRIDE ID: 12345678

Work location: 168 Location 086188

Sex: F Birth: 03/01/1994
Ethnic: 82
National cert: H (¥ or N)
Advance/Inhibit: (A, E or spaces)
Certificate level: Cert. pay step: E
Cert. years exp: Local years exp:
Total employment basis: 1.08
Emp. basis-cert.: 1.00 Emp. basis-class: 6.60
Annual contract sal: § 37,287.00 Annual classified sal: $ .60
State minimum salary: $ .80
Annual contract days: 198 Annual work days:
Termination date: Rehire date:

Termination reason:

Long term sub?: H (Y or N)

"2 2. S| E| | & . W [T 0l R 20.01.00
| -, 50| oo Tl Help | Bio | Cen (A:,)_

Select ﬂl (F31 — Go to Assignment Data).
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The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CADEVSYS CASECOND WHITE — O X
DISPLAY/UPDATE INDIVIDUAL EWMPLOYEE INFORMATIODN CPICH1B0
CERTIFICATE FILE - ASSIGHMENT SUMHARY
SSN: 999-88-9599 EMPLOYEE #: 089599 NAME: BAZLEY, TI2ANY
STRIDE ID: 11223344
Certificate Level: 4
ASSIGNMENT SUMMARY
PFKEY C/N  LOC JOB SUBJ FIELD TYPE FUND CONSOL  PERCENT
Asgn 61 ¢ 195 161 238 808 SRT N 20.0
Asgn 02 F12| ¢ 195 101 278 888 SRT H 20.98
fAsgn 63 F13| © 195 1861 418 888 SRT H 10.08
fAsgn 63 Fl14| ¢ 195 1861 458 808 SRT N 16.8
fAsgn 85 F17| ¢ 195 132 928 808 SRT H 30.98
Asgn 86 F18| ¢ 195 161 420 958 SRT 81 N 10.0
Asgn 67 _F19]
Asgn 68 _F20|
Asgn 69 F21
Asgn 10 F22|
Asgn 11 F23]
Asgn 12 F24 ]
Asgn 13 _F25]
fAsgn 14 _F26
fAsgn 15 _F27
100.0
“'“( H.E r:‘* 735 FIH r:m r:H r*iﬁ F8 u ’ﬂﬁ er F1 ILI ’\;ﬂ r_r:'\ 20.01.00
FIG« = i Help | Bio | Cert | Asg

Step  Action

S Select the Function key _Fnn| corresponding to the assignment requiring deletion.

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CADEVSYS CASECOND WHITE - O X

DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORHATION CPICH180
CERTIFICATE FILE - ASSIGNMENT 04 DETAIL INFORMATION

SSN: 999-08-9599 EMPLOYEE #: 089599 NAME: BAZLEY, TI2ANY
STRIDE ID: 11223344

Assignment Type: H (C or N)
School/Work Location: 195 Location 006195

Job Code: 101 GRADE 1 TEACHER
Subject Matter: 450 SOCIAL SCIENCES
Field Code: 868 EARLY CHILDHOOD EDUCATION (P-5
Certificate Type:  SRT STAHNDARD PROF TEACHING

2ndary Fund Code: 00
Consolidated Fund Flg: N (¥ or N)
Assignment %: 16.8

Cert. Effect. Date: 7/681/2817 Cert. Expire Year: 2022
Certificate Level: 4

. vz .02 .. 8|.E|.E| E.E] . e | Y] nd ][ =Y 20.61.00
|50, T Help | Bio | Cent | Asq
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6 Select ﬁl (F9 — Switch to Update Mode).

If the Update mode remains active from a prior certification module’s selection, such as
editing certificates, the editable fields remain highlighted. After selecting the icon,
PCGenesis highlights the modifiable text.

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CA\DEVSYS CA\SECOMND WHITE - O J8

DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION CPICH188
CERTIFICATE FILE - ASSIGHWMENT 64 DETAIL INFORWATION

SSH: 999-88-9599 EMPLOYEE #: 089599 HAME: BAZLEY, TIZ2ANY
STRIDE ID: 11223344

Assignment Type: C (C or NH)
School/Work Location: _195 Location 806195
Job Code: 181 GRADE 1 TEACHER
Subject Hatter: 458 SOCIAL SCIENCES
Field Code: 868 EARLY CHILDHOOD EDUCATION (P-5
Certificate Type: SRT STANDARD PROF TEACHING
2ndary Fund Code: 1]
Consolidated Fund Flg: H (¥ or M)
Assignment %: _16.8

Cert. Effect. Date: 7/01/2017 Cert. Expire Year: 2022
Certificate Level: 4

Mode changed to update
VR i @ EE | | | S e B 60 W | o | e (@ ey 20.01.00
nsﬁ = rum Help | Bio | Cert | Asg

Step Action

7

Verify “Mode changed to update” displays, and select ﬂl (F18 — Delete Employee).

Select &' (F17 — Print this data) to obtain a screen print of the Update/Display
Individual Employee Information — Assignment Detail Information screen. The screen
print file will be available in the print queue with the name ‘PSCNnnnn’.

Where appropriate, select ﬁl (F11 — Go to Assignment 2) or ﬂl (F12 — Go to
Assignment 2) to scroll between records.
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The following dialog box displays:

FT);EtE veﬁﬁcation__'A u

ii Do you really want to delete?

8 Select LI (Yes).

The following screen displays:

m PCG Dist=8991 Rel=19.04.00 01/13/2020 PCG 001 SV CA\DEVSYS CASECOND WHITE
DISPLAY/UPDATE INDIVIDUAL EMPLOYEE INFORMATION
CERTIFICATE FILE - ASSIGNMENT SUMMARY
SSN: 999-88-9599 EMPLOYEE #: 089599 NAME: BAZLEY, TIZANY
STRIDE ID: 11223344
Certificate Level: 4
ASSIGNMENT SUMMARY
PFKEY C/N  LOC JOB SUBJ FIELD TYPE FUND CONSOL PERCENT
Asgn 81 c 195 161 238 808 SRT N 28.8
fAsgn 02 F12| ¢ 195 181 278 868 SRT N 20.98
Asgn 63 F13| ¢ 195 101 419 8088 SRT N 10.0
Asgn 64 Fl4| ¢ 195 132 920 808 SRT N 30.90
Asgn 85 FI17| cC 195 181 428 958 SRT 81 N 18.8
fisgn 06 _F18]
Asgn 67 _F19]
fAsgn 68 _F20|
Asgn 09 _F21|
Asgn 10 _F22|
Asgn 11 _F23
fAsgn 12 _F24
fAsgn 13 _F25
Asgn 14 F26]
Asgn 15 F27
90.0
WARNINGt - Percents on Assignments Do NHot Equal 106%
El'“{ H’ﬁ F'Z‘ 735 Fiﬂ F:l’i‘: F-:‘HI-‘- F“i‘lvv- F& u '_(“/‘ FNT -'I‘Iﬂ -'ﬂﬂ F‘_"C'.\
= Help | Bio | Cert | Asqg

O X
CPICH100

20.01.00

Step | Action

9 Select ﬁl (F16 - Exit) to return to the Display/Update Employee CPI Data — Select

Employee screen.
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The following screen displays:

B PCGDist=§991 Rel=14.01.00 04/09/2014 PCW 002 S¥ C:\DEVSYS C:\SECOND — =] x|
Display/Update Employee CPI Data PAYFIHD
Select Employee
Current Order
Filter set: Class,Status Hame
Input:
13
Fkey Hame Empno SSH Loc Cls Cert Pens ContHo Job Stat Mth
1 | AD4IR. MI4HAELE 88757 999-08-8757 108 1 C 2 10 4 A
Input Employee Mumber or Hame or SSH - Press Enter Key
F16 to Exit, F18 Clear employee filter
F1-9 = Choose from Selection Above
2| 1 | F2 | Fa | ks | F5 | Fe | F7 | Fa | Fa | ey 13.062.00
FIS« |§|E7' Fism pap |PGDN‘ Help

Select ﬁl (F16 - Exit) to return to the Certified/Classified Personnel Information System
Master Menu.
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The following screen displays:

E PCG Dist=8991 Rel=18.03.01 12/03/2018 PCG 001 SV CM\DEVSYS CASECOND WHITE — O h8
Certified/Classified Personnel Information System CPIMENU
FKey HMaster Henu

- - DisplayfUpdate Individual Employee Information
- - DisplayfUpdate Third Party Contractors
- - Display/Update Personnel Data

-- CPI Salary Schedule
-- CPl Reporting Menu

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

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

-- CPI Special Functions Menu

B EE Bk bk kRE

N
=
1

File Reorganization

Master | Usery 17.04.00

88| IS | 3| B0 | MEND

Step  Action

11 Continue CPI processing as normal, or select MI (Master) to return to the Business
Applications Master Menu.
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