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Overview 

Navigation Button Selection:  Biographical , Certificate , and Assignment  

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: 

• If an 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. 

• 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. 

• 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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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  (F15 – Code Lookup) or  (F28 – Help Screens) 

when offered provides additional assistance with the entry of information. 
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Topic 1:  Display/Update Biographical Information 

Step Action 

1  From the Business Applications Master Menu, select  (F4 - Certified/Classified 

Personnel Information System). 

The following screen displays: 

 

Step Action 

2  Select  (F1 - Display/Update Individual Employee Information). 
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The following screen displays: 

 

Step Action 

3  Enter the employee number or the SSN in the Input field, select  (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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The following screen displays: 

 

Step Action 

4  Select  (Enter) or select the Function key corresponding to the employee’s record, 

and select  (Enter). 

To sort by Name:  Select  (Name). 

To sort by Employee Number:  Select  (Empno). 

To sort by Social Security Number:  Select  (SSN). 

To scroll between pages:  Select the PgUp/PgDn keys on the computer’s keyboard or 

select either  (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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For certified employees, the following screen displays: 

 

 

For long term substitutes, the following screen displays: 

 

  

Not a long term substitute. 

Long term substitute. 
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For third party contractor employees, the following screen displays: 

 

For rehired TRS employees, the following screen displays: 
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Step Action 

5  Select  (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: 

 

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. 

  

http://public.doe.k12.ga.us/fbo_budget.aspx
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Step Action 

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  (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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For certified employees, the following screen displays: 

 

Step Action 

17  Verify “Validations passed. Save your changes.” displays, and select  (F8 – Save 

changes). 
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For certified employees, the following screen displays: 

 

Step Action 

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

Employee CPI Data – Select Employee screen. 

The following screen displays: 
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Step Action 

19  Select  (F16 – Exit) to return to the Certified/Classified Personnel Information System 

Master Menu. 

The following screen displays: 

 

Step Action 

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

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

2A. Adding a Certificate 

 

Step Action 

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

The following screen displays: 
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Step Action 

2  Enter the employee number or the SSN in the Input field, select  (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: 

 

Step Action 

3  Select  (Enter) or select the Function key corresponding to the employee’s record, 

and select  (Enter). 

To sort by Name:  Select  (Name). 

To sort by Employee Number:  Select  (Empno). 

To sort by Social Security Number:  Select  (SSN). 

To scroll between pages:  Select the PgUp/PgDn keys on the computer’s keyboard or 

select either  (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: 

  

Step Action 

4  Select  (F30 – Go to Certificate Data). 

The following screen displays: 
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Step Action 

5  Select  (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: 

 

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/CCYY) 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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Step Action 

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  (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: 
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Step Action 

14  Verify “Validations passed. Save your changes.” displays, and select  (F8 – Save 

changes). 

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

 

For Certificate record field changes, the following screen displays: 
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Step Action 

15  Verify “Data saved.  Certificate header information has changed.” or “Data saved.” 

displays, and select  (F16 – Exit) to return to the Display/Update Employee CPI Data 

– Select Employee screen. 

The following screen displays: 

 

Step Action 

16  Select  (F16 – Exit) to return to the Certified/Classified Personnel Information System 

Master Menu. 
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The following screen displays: 

 

Step Action 

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

Applications Master Menu. 
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2B. Modifying a Certificate 

 

Step Action 

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

The following screen displays: 
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Step Action 

2  Enter the employee number or the SSN in the Input field, select  (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: 

 

Step Action 

3  Select  (Enter) or select the Function key corresponding to the employee’s record, 

and select  (Enter). 

To sort by Name:  Select  (Name). 

To sort by Employee Number:  Select  (Empno). 

To sort by Social Security Number:  Select  (SSN). 

To scroll between pages:  Select the PgUp/PgDn keys on the computer’s keyboard or 

select either  (Page Up) or   (Page Down). 
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The following screen displays: 

 

Step Action 

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

 

Step Action 

5  Select  (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. 
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The following screen displays: 

 

Step Action 

6  Verify “Mode changed to update” displays, make the appropriate modifications, and select 

 (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: 

 

Step Action 

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

changes). 
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The following screen displays: 

 

Step Action 

8  Verify “Data saved.  Certificate header information has changed.” or “Data saved.” 

displays, and select  (F16 – Exit) to return to the Display/Update Employee CPI 

Data – Select Employee screen. 
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The following screen displays: 

 

Step Action 

9  Select  (F16 – Exit) to return to the Certified/Classified Personnel Information System 

Master Menu. 
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The following screen displays: 

 

Step Action 

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

Applications Master Menu. 
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2C. Deleting a Certificate 

 

Step Action 

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

The following screen displays: 
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Step Action 

2  Enter the employee number or the SSN in the Input field, select  (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: 

 

Step Action 

3  Select  (Enter) or select the Function key corresponding to the employee’s record, 

and select  (Enter). 

To sort by Name:  Select  (Name). 

To sort by Employee Number:  Select  (Empno). 

To sort by Social Security Number:  Select  (SSN). 

To scroll between pages:  Select the PgUp/PgDn keys on the computer’s keyboard or 

select either  (Page Up) or   (Page Down). 
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The following screen displays: 

 

Step Action 

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

 

Step Action 

5  Select  (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. 
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The following screen displays: 

 

Step Action 

6  Verify “Mode changed to update” displays. 

Remove all entries on the certificate line. 

7  Select  (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: 

 

Step Action 

8  Verify “Validations passed.  Save your changes.” displays, and select  (F8 – Save 

changes). 
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The following screen displays: 

 

Step Action 

9  Verify “Data saved.” displays, and select  (F16 – Exit) to return to the Display/Update 

Employee CPI Data – Select Employee screen. 
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The following screen displays: 

 

Step Action 

10  Select  (F16 – Exit) to return to the Certified/Classified Personnel Information System 

Master Menu. 

The following screen displays: 
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Step Action 

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

Applications Master Menu. 
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Topic 3:  Display/Update Assignment Information 

3A. Adding an Assignment 

 

Step Action 

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

The following screen displays: 
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Step Action 

2  Enter the employee number or the SSN in the Input field, select  (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: 
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Step Action 

3  Select  (Enter) or select the Function key corresponding to the employee’s record, 

and select  (Enter). 

To sort by Name:  Select  (Name). 

To sort by Employee Number:  Select  (Empno). 

To sort by Social Security Number:  Select  (SSN). 

To scroll between pages:  Select the PgUp/PgDn keys on the computer’s keyboard or 

select either  (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: 

  

Step Action 

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

 

Step Action 

5  Choose the assignment by selecting the Function key  next 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: 

 

Step Action 

6  Select  (F9 – Switch to Update Mode). 

The following screen displays: 
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Step Action 

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  

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  in 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  (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: 

 

Step Action 

17  Verify “Validations passed. Save your changes.” displays, and select  (F8 – Save 

changes). 
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The following screen displays: 

 

Step Action 

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

Individual Employee Information – Certificate File – Assignment Summary screen. 

The following screen displays: 
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Step Action 

19  Select  (F16 – Exit) to return to the Display/Update Employee CPI Data – Select 

Employee screen. 

The following screen displays: 

 

Step Action 

20  Select  (F16 – Exit) to return to the Certified/Classified Personnel Information Master 

Menu. 
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The following screen displays: 

 

Step Action 

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

Applications Master Menu. 
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3B. Modifying an Assignment 

 

Step Action 

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

The following screen displays: 
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Step Action 

2  Enter the employee number or the SSN in the Input field, select  (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: 

 

Step Action 

3  Select  (Enter) or select the Function key corresponding to the employee’s record, 

and select  (Enter). 

To sort by Name:  Select  (Name). 

To sort by Employee Number:  Select  (Empno). 

To sort by Social Security Number:  Select  (SSN). 

To scroll between pages:  Select the PgUp/PgDn keys on the computer’s keyboard or 

select either  (Page Up) or   (Page Down). 
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The following screen displays: 

 

Step Action 

4  Select  (F31 – Go to Assignment Data). 

The following screen displays: 
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Step Action 

5  Select the Function key  corresponding to the assignment requiring modification. 

The following screen displays: 

 

Step Action 

6  Select  (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: 

 

Step Action 

7  Verify “Mode changed to update” displays, make the appropriate modifications to the fields, 

and select  (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: 

 

Step Action 

8  Verify “Validations passed.  Save your changes.” displays, and select  (F8 – Save 

changes). 

 

The following screen displays: 
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Step Action 

9  Verify “Data saved.” displays, and select  (F16 – Exit) to return to the Display/Update 

Individual Employee Information – Certificate File – Assignment Summary screen. 

The following screen displays: 

 

Step Action 

10  Select  (F16 – Exit) to return to the Display/Update Employee CPI Data – Select 

Employee screen. 
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The following screen displays: 

 

Step Action 

11  Select  (F16 – Exit) to return to the Certified/Classified Personnel Information System 

Master Menu. 
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3C. Deleting an Assignment 

 

Step Action 

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

The following screen displays: 
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Step Action 

2  Enter the employee number or the SSN in the Input field, select  (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: 

 

Step Action 

3  Select  (Enter) or select the Function key corresponding to the employee’s record, 

and select  (Enter). 

To sort by Name:  Select  (Name). 

To sort by Employee Number:  Select  (Empno). 

To sort by Social Security Number:  Select  (SSN). 

To scroll between pages:  Select the PgUp/PgDn keys on the computer’s keyboard or 

select either  (Page Up) or   (Page Down). 
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The following screen displays: 

 

Step Action 

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

 

Step Action 

5  Select the Function key  corresponding to the assignment requiring deletion. 

The following screen displays: 

 



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

Georgia Department of Education 

January 13, 2020 • 9:42 AM • Page 61 of 64 

All Rights Reserved. 

Step Action 

6  Select  (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: 

 

Step Action 

7  Verify “Mode changed to update” displays, and select  (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  (F11 – Go to Assignment 2) or  (F12 – Go to 

Assignment 2) to scroll between records. 
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The following dialog box displays: 

 

Step Action 

8  
Select  (Yes). 

The following screen displays: 

 

Step Action 

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

Employee screen. 
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The following screen displays: 

 

Step Action 

10  Select  (F16 - Exit) to return to the Certified/Classified Personnel Information System 

Master Menu. 

 

  



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

Georgia Department of Education 

January 13, 2020 • 9:42 AM • Page 64 of 64 

All Rights Reserved. 

The following screen displays: 

 

Step Action 

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

Applications Master Menu. 

 


