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PCGenesis Personnel System Operations Guide

Overview

This procedure is designed to aid you in producing contracts for Certified personnel. Certified employees’
contract information exports from PCGenesis into a Microsoft® Excel spreadsheet, and allows the creation
of employees’ contracts using Microsoft® Word.

PCGenesis creates two blank contract forms in a Microsoft® Word file, which may be used to manually
create a new or renewal employee’s contract, or to print multiple copies of the blank forms, where
appropriate.

The Certified Employee Contract File Export/Printing Checklist is included to aid you in completing this
procedure.
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PCGenesis Personnel System Operations Guide

Certified Employee Contract File Export/Printing
Checklist

J | STEP ACTION

1 OPTIONAL - Print blank copies of the employee’s contracts as needed.

2 In the PCGenesis Payroll file, verify each employee’s payroll information is
correct.

3 Create the PCGenesis Contract export file.

4 Process the Microsoft® Excel Contract.csv file.

5 Process the Microsoft® Word Contract.doc file.

6 OPTIONAL - Add the appropriate fields to the Microsoft® Excel Contract
file.
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PCGenesis Personnel System Operations Guide

Procedure A: Printing Blank Copies of the Employee’s
Contract - OPTIONAL
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Step  Action

1 Using Microsoft® Word, open the BLNKNEW.doc or BLNKRNEW.doc file on
K:\SECOND\PERDATA.
2 Print the appropriate number of copies.
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PCGenesis Personnel System Operations Guide

Procedure B: Creating the PCGenesis Contract Export
File

Step  Action

1 From the Business Applications Master Menu, select __3 | (F3 - Personnel System).

The following screen displays:

(=] PCG Dist=8991 Rd:!ﬂ:&m ﬂ:’m PCW 001 SV CADEVSYS CASECOND WHITE _ &3

Personnel System PERMENU

FKey Haster Henu

1 | -- Personnel Update Menu

4 | -- Enhanced Substitute Pay and Leave System

5 | -- Legacy Leave Menu

6 | -- Personnel Reports Menu

11 | -- Employee Contract File Export

12 | -- Salary Projection Menu

13 | -- Special Functions Menu

20 | -- File Reorganization

otur || | [ | | | [ [ | | | [ [ | | 13.04.60

ns« [esg | WeiZp | PAY | VEMD

MOMITOR, | MORITOR:

2 Select 11| (F11 - Employee Contract File Export).
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PCGenesis Personnel System Operations Guide

The following screen displays:

m PCG Dist=8991 Rel=19.02.00 08/12/2019 PCG 001 35V CANDEVSYS CASECOMND WHITE - O X

PER11
Create Contract Export File to Load in Excel

Please Uerify or Modify the Following Information
Uhich will Appear on Employee Contract

Board of Education: SMITH CITY BOARD OF EDUCATION

School System: SMITH CITY BOARD OF EDUCATION
County:
Salary Default: ¥ User Must Input Salary in Excel

Input Date (Optional) MM DD Year
Begin Date 86 pe 2619
End Date 980 B0 2020

Enter = Continue, F16 = Exit

:ull:v 19.062.00
HG#
Step  Action
3 Verify the screen’s entries in the Board of Education and School System fields.
4 Enter the county’s name in the County field.
5 No entry is required in the Salary Default: - User Must Input Salary in Excel field.
Refer to the Certified/Classified Personnel Information (CPI) System Operations Guide,
Section D: CPI Salary Schedule Processing for the instructions regarding uploading teaching
salary information into PCGenesis.
6 Enter the school district’s contract salary date range (MM DD) in the Begin Date and End
Date fields.
The information for the YYYY field reflects the current contract year. If you find that this entry
is incorrect, contact Technology Management Customer Support immediately.
! Select _"fl (Enter) twice.
“Processing Request” briefly displays.
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PCGenesis Personnel System Operations Guide

The following screen displays:

Step
8

m PCG Dist=8991 Rel=19.02.00 08/12/2019 PCG 001 35V CANDEVSYS CASECOMND WHITE - O X

Export files created:

Press ENTER to Exit

Ellrv

PER11
Create Contract Export File to Load in Excel

C:\SECOND\PERDATA\CONTRACT.CSV

C:\SECONDNPERDATA\NEWCONTR.CSV

19.062.00

m#

" Action |

The CONTRACT.csv and NEWCONTR.csv will be created in K:\SECOND\PERDATA.

e The CONTRACT.csvV file includes existing employees’ contract information which is
exported from PCGenesis.

e The NEWCONTR.csv file is a blank worksheet that allows for the manual entry of
new employee information that does not exist already in PCGenesis.

Proceed to Procedure C: Microsoft® Excel Contract File Processing.
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PCGenesis Personnel System Operations Guide

Procedure C: Microsoft® Excel Contract File
Processing

Ste Action

1 Using Windows® Explorer or Microsoft® Excel, open the CONTRACT .csv file.
The CONTRACT.csv file is located in K\SECOND\PERDATA.

The following window displays:

(Cia) CONTRACT.xlsx - Microsoft Excel - =
= | Hu;.‘ Insert Page layout  Formulas Data Review  View Developer @ -9 x
* . REelE= = . ﬁ @ o= Insert ~ z - ﬂ
ﬂ o Calibri ““11 & &) ‘_ = ?‘ Gar!eral é % pate - | - [ﬁ
g | E AT = - (8o 8] e S - Bromae | 2+ et St
Clipboard = Font L] Alignment L] Number ] Styles Cells Editing
H9 ¢ SOE5Eadeil-
D2 - fe | 88127 ¥
D E F G H 1 J K L M N o] P
1 EmpNo LName FName 55N Address City State ZIP StateBase StateSupp LocalSupp Total BegDate
2 BBIZ?!ADZER TAZ 999088127 2909 MAIN STREET SMITH GA 33333 o o o 0 September 1, 2013 N
3 89391 ALZNSO JO2TTE 999089391 1620 MAIN STREET SMITH GA 33333 o o o 0 September 1, 2013 N
4 89624 ALSMAN RISKIE 999089624 1382 MAIN STREET SMITH GA 33333 [ [ 0 0 September1,2013 N
5 89743 AV2LOS LE2ISHA 999089743 1263 MAIN STREET SMITH GA 33333 o o o 0 September1,2013 N
6 89478 BE3AMAN SU3IKO 999089478 1532 MAIN STREET SMITH GA 33333 o o ] 0 September1, 2013 N
7 88661 BEAMUDEZ BA4IL 999088661 2367 MAIN STREET SMITH GA 33333 o o o 0 September 1,2013 N
2 89627 BEGER ROBANNE 999089627 1379 MAIN STREET SMITH GA 33333 o o ] 0 September1, 2013 N
9 88538 BEVEDICT DO7NETTA 999088538 2493 MAIN STREET SMITH GA 33333 o o o 0 September 1, 2013 N
10 | 88530 BE7M CLYUDE 999088530 2502 MAIN STREET SMITH GA 33333 o o o 0 September 1, 2013 N
11 89665 BESBE ANBERA 999089665 1341 MAIN STREET SMITH GA 33333 [ [ 0 0 September1,2013 N
12 | 88800 BISELOW TESRELL 999088800 2226 MAIN STREET SMITH GA 33333 o o o 0 September1,2013 N
13 88293 BU4DICK MI4CH 999088293 2743 MAIN STREET SMITH GA 33333 o o ] 0 September1, 2013 N
14 | 89509 BU4DY BRANA 999089509 1501 MAIMN STREET SMITH GA 33333 o o o 0 September1,2013 N
15 | 88957 CA4FIELD CE4ESTA 999088957 2067 MAIN STREET SMITH GA 33333 o o ] 0 September1, 2013 N
16 89339 CABANAUGH ARBATH 999089339 1673 MAIN STREET SMITH GA 33333 o o o 0 September 1,2013 N
17 | 89179 CABBONE DEGN 999089179 1839 MAIN STREET SMITH GA 33333 o o ] 0 September1, 2013 N
18 | 89411 CABTELLANOS LUBLENE 999089411 1600 MAIN STREET SMITH GA 33333 o o o 0 September 1, 2013 N
19 | 88254 CH3NEY LAZHAUN 999088254 2782 MAIN STREET SMITH GA 33333 o o o 0 September 1, 2013 N
20 88949 CO4ART WA4A 999088949 2076 MAIN STREET SMITH GA 33333 [ [ 0 0 September1,2013 N
21 89274 CO7 NE7MI 999089274 1739 MAIN STREET SMITH GA 33333 o o o 0 September1,2013 N
22 | 89650 COTTRELL VI7CE 999089650 1356 MAIN STREET SMITH GA 33333 o o ] 0 September1, 2013 N
23 | 88904 CO9KRELL CHICK 999088904 2121 MAIN STREET SMITH GA 33333 o o o 0 September 1,2013 N
24 89377 DEBATORRE WISBURN 999089377 1635 MAIN STREET SMITH GA 33333 o o ] 0 September1, 2013 N
25 88792 DI9GS SUSDAY 999088792 2234 MAIN STREET SMITH GA 33333 o o o 0 September 1, 2013 N
6 NOJRINS 9ISA 999033576 2453 MAIN STRFFT SMITH GA 33333 n n 0 0 <
4 4 » M| CONTRACT %] - [ [ m
Ready | 7 | EEE
Step  Action |
.
2 From the Menu Bar, select File — Save As.
M M M b
The EMPNO is included for reference only and will not appear on the employees’ contracts.
- ) L < -
3 Within the Save As dialog box, select the Drop-Down selection icon ~| in the Save as
. . -
type field, and select Microsoft Excel Worksheet (*.xls or_*.xlIsx).
4 i i i i jeld |
Verify the filename in the File name field is CONTRACT xls, and select Save :
5 Select and highlight Columns L (StateBase), M (StateSupp), N (LocalSupp) and O (Total).
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PCGenesis Personnel System Operations Guide

The following window displays:

) CONTRACT xlsx - Microsoft Excel -
‘ HtIl Insert Page Layout Formulas Data Review View Developer @ - 3 X
@ & Calibri -l A A = Number - ﬁ @ Stnsert - o ﬂ Eﬁ ‘
s - 3% Delete - || (3]~ -
P g (e oA I " S - s | BiFomat~ || G P S+
Clipboard ™ Font T Alignment F} Number T Styles Cells Editing
W9 o @GRV
L1 i Q Je ‘ StateBase ¥
D_| E \ F [ & H [ 1 [ ]« L M N o P i
| 1 EmpNo LName FName SSN Address City  State ZIP |StateBase StateSupp LocalSupp Total] BegDate
| 2 88127 ADZER TAZ 999088127 2909 MAIN STREET SMITH GA 33333 o o 1] 0] September 1, 2013 K=
| 3 | 89391 AL2NSO JO2TTE 999089351 1620 MAIN STREET SMITH GA 33333 0 0 0 0] September 1, 2013 N
| 4 89624 ALSMAN RISKIE 999089624 1382 MAIN STREET SMITH GA 33333 ] ] o] 0] September 1, 2013 N
| 5 89743 AV2LOS LE2ISHA 999089743 1263 MAIN STREET SMITH GA 33333 o o 1] 0] September 1, 2013 N
| 6 | 89478 BE3MAN SU3IKO 999089478 1532 MAIN STREET SMITH GA 33333 0 0 0 0] September 1, 2013 ©
| 7 88661 BEAMUDEZ BA4IL 999088661 2367 MAIN STREET SMITH GA 33333 ] ] o] 0] September 1, 2013 N
| 8 B9627 BEGER ROBANNE 999089627 1379 MAIN STREET SMITH GA 33333 o o 1] 0] September 1, 2013 N
| 9 | 88538 BEVEDICT DO7METTA 999088538 2493 MAIN STREET SMITH GA 33333 0 0 0 0] September 1, 2013 ©
| 10| 83530 BE7TM CL7UDE 999088530 2502 MAIN STREET SMITH GA 33333 ] ] o 0f September 1, 2013 N
| 11 89665 BESBE ANBERA 999089665 1341 MAIN STREET SMITH GA 33333 o o o] 0] September 1, 2013 N
| 12 83800 BISELOW TESRELL 999088300 2226 MAIN STREET SMITH GA 33333 0 0 0 0] September 1, 2013 ©
§ 13 88293 BUADICK MI4CH 999088293 2743 MAIN STREET SMITH GA 33333 ] ] o 0f September 1, 2013 N
| 14 89509 BUADY BRANA 999089509 1501 MAIN STREET SMITH GA 33333 o o o] 0] September 1, 2013 N
| 15| 88957 CAAFIELD CE4ESTA 999088957 2067 MAIN STREET SMITH GA 33333 0 0 0 0] September 1, 2013 N
| 16 89333 CAGANAUGH  ARBATH 999089339 1673 MAIN STREET SMITH GA 33333 ] ] o 0f September 1, 2013 N
| 17 89179 CABBONE DEGN 999089179 1839 MAIN STREET SMITH GA 33333 o o o] 0] September 1, 2013 N
| 18 89411 CAGTELLANOS LUSLENE 999089411 1600 MAIN STREET SMITH GA 33333 0 0 0 0] September 1, 2013 N
| 19 88254 CH3INEY LAZHAUN 999088254 2782 MAIN STREET SMITH GA 33333 ] ] o 0f September 1, 2013 N
| 20 88349 CO4ART WadA 999088949 2076 MAIN STREET SMITH GA 33333 o o o] 0] September 1, 2013 N
| 21 89274 CO7 NE7MI 999089274 1739 MAIN STREET SMITH GA 33333 0 0 0 0] September 1, 2013 N
| 22 89650 COTTRELL VI7CE 999089650 1356 MAIN STREET SMITH GA 33333 0 0 0 0f september 1, 2013 N
| 23 88904 COSKRELL CHSCK 999088904 2121 MAIN STREET SMITH GA 33333 o o o] 0] September 1, 2013 N
| 24 89377 DESBATORRE WIBBURN 999089377 1635 MAIN STREET SMITH GA 33333 0 0 0 0] September 1, 2013 N
25| 88792 DISGS SUSDAY 999088792 2234 MAIN STREET SMITH GA 33333 0 0 0 0f september 1, 2013 N
| 2688576 DO9RINS 9IS 999NRAS76 7453 MAIN STREFT SMITH __ GA___ 33333 a a 0 ol sentember 12013
44k ocnrnwm/isj_ﬁh - - i m |
Ready | | Average:0  Count: 896  Sum:0 \ B/ = [ +

Step  Action

6 With the columns selected, right-click and select Format Cells.
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PCGenesis Personnel System Operations Guide

The following dialog box displays:

FFML_BI
Murnber |.ﬁ.lignment || Fank || Border || Fill || F‘ru:uteu:tiu:un|
Cakegory:
Gaeneral - Sample
T statenams
CUrrency
Accounting g \ P
Date Decimal places: N Select these options.
Tirne: Use 1000 Separatar {,
Percentage
Fraction Megative numbers:
Scientific
Texk
Special {1,234
Cuskom {1,234

Mumber is used for general display of numbers, Currency and Accounting offer
specialized Farmatting Far manetary value,

i (04 i[ Zancel ]

Step | Action |
7 On the Numbers tab, select Category: Number, and the following criteria:
e Decimal Places: 0
e Use 1000 Separator o
e Negative Numbers: -1234
8 Select LI.( OK).
Dollar amount fields display without decimal places because of the Decimal Places: 0
selection in Step 7.
9

Select and highlight Columns P (BegDate) and Q (EndDate).
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PCGenesis Personnel System Operations Guide

The following window displays:

-E!E‘ \ CONTRACT xlsx - Microsoft Excel - =
= ‘ Ho;.‘ Insert Page Layout Formulas Data Review View Developer @ - T X
@ % oo = Date - ﬁ @ ERESia ﬂ [ﬁ |
s I=:a ‘ = 3“ Delete ~ E - i
Gl | [Smel S| vt Fot G| e | - S T
Clipboard ™ | Font LEN| Alignment F] Mumber LEN| Styles Cells J Editing |
HY9-¢ G5 EAVEE |
1 -~ fx | BegDate
[ A H I J K L M N o [F Q R S T u
| 1| Address City State 7ZIP StateBase StateSupp LocalSupp Total BegDate EndDate |ContDays CertType Certlvl YearsEx
| 22909 MAIN STREET SMITH GA 33333 0 o o 0f September 1, 2013 May 31, 2014 1907 4 A
| 3 1620 MAIN STREET SMITH GA 33333 0 o 4] 0] September 1, 2013 May 31, 2014 190 T 5 i
| 4 1382 MAIN STREET SMITH GA 33333 0 o o 0f September 1, 2013 May 31, 2014 1907 5
| 5 1263 MAIN STREET SMITH GA 33333 0 o 4] 0] September 1, 2013 May 31, 2014 190 T 5
| 6 1532 MAIN STREET SMITH GA 33333 0 o o 0f September 1, 2013 May 31, 2014 1907 5
| 7 2367 MAIN STREET SMITH GA 33333 0 o 4] 0] September 1, 2013 May 31, 2014 190 T 5
| 8 1379 MAIN STREET SMITH GA 33333 0 o o 0f September 1, 2013 May 31, 2014 1907 4
| 9 2493 MAIN STREET SMITH GA 33333 0 o 4] 0] September 1, 2013 May 31, 2014 190 NNT 6
| 10| 2502 MAIN STREET SMITH GA 33333 0 o o 0f September 1, 2013 May 31, 2014 1907 4
| 11 /1341 MAIN STREET SMITH GA 33333 0 o 4] 0] September 1, 2013 May 31, 2014 190 T 5
| 122226 MAIN STREET SMITH GA 33333 0 o o 0f September 1, 2013 May 31, 2014 1907 5
| 13 | 2743 MAIN STREET SMITH GA 33333 0 o 4] 0] September 1, 2013 May 31, 2014 190 T 5
| 14 /1501 MAIN STREET SMITH GA 33333 0 o o 0f September 1, 2013 May 31, 2014 1907 4
| 15 | 2067 MAIN STREET SMITH GA 33333 0 o 4] 0] September 1, 2013 May 31, 2014 190 T 4
| 16 1673 MAIN STREET SMITH GA 33333 0 o o 0f September 1, 2013 May 31, 2014 1907 4
| 17 |1339 MAIN STREET SMITH GA 33333 0 o 4] 0] September 1, 2013 May 31, 2014 190 T 5
| 18 1600 MAIN STREET SMITH GA 33333 0 o o 0f September 1, 2013 May 31, 2014 1907 6
| 19 |2782 MAIN STREET SMITH GA 33333 0 o 4] 0] September 1, 2013 May 31, 2014 190 T 4
| 20 2076 MAIN STREET SMITH GA 33333 0 o o 0f September 1, 2013 May 31, 2014 1907 5
| 21 |1739 MAIN STREET SMITH GA 33333 0 o 4] 0] September 1, 2013 May 31, 2014 190 T 5
| 22 1356 MAIN STREET SMITH GA 33333 0 o o 0f September 1, 2013 May 31, 2014 1907 5
| 23 |2121 MAIN STREET SMITH GA 33333 0 o 4] 0] September 1, 2013 May 31, 2014 190 S 5
| 24 1635 MAIN STREET SMITH GA 33333 0 o o 0f September 1, 2013 May 31, 2014 1907 5
25 2234 MAIN STREET SMITH GA 33333 0 o 4] 0] September 1, 2013 May 31, 2014 190 T 5
_6745'-! MAIN STRFFT ITH GA 33333 0 n 0 0l Sentember 1. 2012 Mav 31. 2014 f
M 4 b M| CONTRACT . ¥J -
Ready | E (| Average: January 15, 2014 Count: 443

Step  Action

10 With the columns selected, right-click and select Format Cells.
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The following window displays:

Acoounkin Twpe:
I m 0314401

'F Orimat: :de__-"; ﬂ]
| Alignment || Font || Border || Fill || F‘ru:uteu:tiu:un|
Cateqgory:
General Sample
Mumber
Currency BegDate

Tirne: 14-M @l
Percentage &

g 14-Mar-01
Fraction 14-Mar-01 EJ
Scientific -

Mar-01

Text

_ March-01
Special March 14, 2001
Cuskam e

Locale {location):

English {L1.5.)

Date Formats display date and time serial numbers as date walues, Date formats that
beqin with an asterisk (*) respond to changes in regional date and time settings that are
specified For the operating svystem. Formats without an asterisk are not affected by
operating swstem settings.

L Ok J[ Cancel ]

Step  Action |

11 On the Numbers tab, select Category: Date, and within the Type area, select March 14,
YYYY format, and ok | (OK).
Your window may vary from the screenshot example above based on the Microsoft® Word
version you are using. Select the Month DD, YYYY format.

12 Within the CONTRACT .xIsSfCONTRACT .xlsx spreadsheet, select Row 1.

13 . o ) =(=)=
With the row selected, right-click, and select Bold {E)I " and Center L= (: —
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Step  Action |

14 To select the entire spreadsheet: Position your cursor above Row 1, and to the left of your
farthest left column.

15 With the entire spreadsheet selected, and within the Cells section of the Options Ribbon, select
Format — Autofit Column Width.

The following window displays:

E!:.! ) COMNTRACT.xlsx - Microsoft Excel -
e | Ho;‘l Insert Page Layout Formulas Data Review View Developer @ - x
# ibri = | A= . = . % \j Selnsert~ | X v ﬂ m
’j o Calibri 11 |A A ‘ | E Gen.eral %% Detete E .
e R EE S P 8- (o ool Cnatons fom <\ emroy - fput it

Clipboard = Font i Alignment (F] Mumber F} Styles —

do-¢ SO A3PeE - 0| Row Height...

H1 - iQ p | Address AutoFit Row Height

[ 4] H 1 1 K L M N [+] P Q | column Width... u
1 Address City State ZIP StateBase StateSupp LocalSupp Total BegDate EndDate AutoFit Column Width [i YearsExy
2 2909 MAIN STREET SMITH  GA 33333 0 0 0 0 Septemberl, 2013 May 31, 201 Default Width... 1

3 1620 MAIN STREET SMITH  GA 33333 0 0 0 0 Septemberd, 2013 May31, 2014 iy 3

4 1382 MAIN STREET SMITH  GA 33333 0 0 0 0 Septemberi,2013 May 31, 201 L , B

5 1263 MAIN STREET SMITH GA 33333 0 0 0 0 Septemberl,2013 May 31, 201 551 3

6 | 1522 MAIN STREET SMITH GA 33333 0 0 0 0 Septemberl,2013 May 31, 2014 Or9anizesheets 5

7 2367 MAIN STREET SMITH  GA 33333 0 0 0 0 Septemberl, 2013 May 31, 201 Regamesheet 3

8 1379 MAIN STREET SMITH  GA 33333 0 0 0 0 September1, 2013 May 31, 201 Move or Copy Sheet.. i

9 2493 MAIN STREET SMITH  GA 33333 0 0 0 0 Septemberi, 2013 May 31, 201 Tah Color [
10 2502 MAIN STREET SMITH  GA 33333 0 0 0 0 Septemberl, 2013 May 31, 2014 protection 1
11 1341 MAIN STREET SMITH  GA 33333 0 0 0 0 Septembert, 2013 May 312014 o | b sheet.. 3
12 2226 MAIN STREET SMITH  GA 33333 0 0 0 0 September1, 2013 May 31, 2014 = | 3
13 2743 MAIN STREET SMITH GA 33333 0 0 0 0 Septemberl,2013 May 31, 2014 8 3
14 1501 MAIN STREET SMITH GA 33333 0 0 0 0 Septemberd, 2013 May 31, 2014 & Format Cells.. h
15 2067 MAIN STREET SMITH  GA 33333 0 0 0 0 Septemberil, 2013 May 31,2014 190 T 4
16 1673 MAIN STREET SMITH  GA 33333 0 0 0 0 September1, 2013 May 31,2014 190 T 4
17 1839 MAIN STREET SMITH  GA 33333 0 0 0 0 Septemberi, 2013 May 31,2014 190 T 5
18 1600 MAIN STREET SMITH  GA 33333 0 0 0 0 Septemberl, 2013 May 31,2014 190 T 6
19 2782 MAIN STREET SMITH  GA 33333 0 0 0 0 Septemberi, 2013 May 31,2014 190 T a4
20 2076 MAIN STREET SMITH  GA 33333 0 0 0 0 Septemberl, 2013 May 31,2014 190 T 5
21 1739 MAIN STREET SMITH GA 33333 0 0 0 0 Septemberl, 2013 May 31,2014 190 T 5
22 1356 MAIN STREET SMITH  GA 33333 0 0 0 0 Septemberi, 2013 May 31,2014 190 T 5
23 2121 MAIN STREET SMITH  GA 33333 0 0 0 0 Septemberil, 2013 May 31,2014 190 S 5
24 1635 MAIN STREET SMITH  GA 33333 0 0 0 0 September1, 2013 May 31,2014 190 T 5
25 2234 MAIN STREET SMITH  GA 33333 0 0 0 0 Septemberi, 2013 May 31,2014 190 T 5

AIN STRFFT ITH GA 33333 n (1] (1] 0 Sentember 1. 2012 Mav 31. 2014 190 T [
H 4 b M CONTRACT /%] | [E—TE—
Ready | D I Average: B2947370.34 Count: 5132 Sum: 2.21967E+11

Step  Action
16 Validate, and where appropriate, update all employees’ fields.
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17 Make the appropriate modifications and additions to your employees’ contract information
in the Microsoft® Excel spreadsheet.

The employee’s contract information will appear on the employees’ contracts exactly as it
appears on the Microsoft® Excel spreadsheet. Although this information will be exported
by Employee Number, you may select a different sort order in Microsoft® Excel, such as by
FacilityName, and then by Employee Name.

18 With the entire spreadsheet selected, within the Editing section of the Options Ribbon, select
Sort & Filter — Custom Sort.

The following window displays:

I/Da CONTRACTxlsx - Microsoft Excel - X
~ - Home Insert Page Layout Formulas Data Review View Developer ©® - = x
== — 3,
=5 ;* Calibri SR T || =|®-| |5  General M ig ﬁﬁ _’;3 5" Insert
153 . _ B = % Delete ~
Paste g ||PBE o] [Sae A ||| SR = -8 - % om0 ey ratia soves~ || e Format = || 2
Clipboard ™ Font f Alignment ] Number = Styles Cells T sotataz
H9- -0 GAEEATEHI &l setZtoA
H1 -~ = | Address [ Custom Sort..
H 1 J K L M N o] P Q R j| Y= | Eifter
1 Address City State ZIP StateBase StateSupp LocalSupp Total BegDate EndDate  ContDays CertTy
2 | 1001 MAIN STREET SMITH GA 33333 0 0 0 0 September1, 2013 May 31, 2014 180 T &
3 | 1030 MAIN STREET SMITH GA 33333 0 0 0 0 September1, 2013 May 31, 2014 190 T 5
4 1058 MAIN STREET SMITH GA 33333 0 [} o 0 September1, 2013 May 31, 2014 150 T 6
5 1062 MAIN STREET SMITH GA 33333 0 [} o 0 September1, 2013 May 31, 2014 150 T 4
6 1081 MAIN STREET SMITH GA 33333 0 0 o 0 September1, 2013 May 31, 2014 190 S 5
7 1088 MAIN STREET SMITH GA 33333 0 0 o 0 Septemberl, 2013 May 31, 2014 130T S5
& 1124 MAIN STREET SMITH GA 33333 0 0 o 0 Septemberl, 2013 May 31, 2014 130T 6
9 1144 MAIN STREET SMITH GA 33333 0 0 o 0 September1, 2013 May 31, 2014 190 T 2
10 1167 MAIN STREET SMITH GA 33333 0 0 o 0 Septemberl, 2013 May 31, 2014 180 T 2
111183 MAIN STREET SMITH GA 33333 0 0 0 0 September1, 2013 May 31, 2014 190 T 5
12| 1184 MAIN STREET SMITH GA 33333 0 0 0 0 September1, 2013 May 31, 2014 190 T 5
13 1186 MAIN STREET SMITH GA 33333 0 [} o 0 September1, 2013 May 31, 2014 150 T 5
14 1188 MAIN STREET SMITH GA 33333 0 0 o 0 September1, 2013 May 31, 2014 150 T 4
15 1189 MAIN STREET SMITH GA 33333 0 0 o 0 September1, 2013 May 31, 2014 190 PBT 5
16 1212 MAIN STREET SMITH GA 33333 0 0 o 0 Septemberl, 2013 May 31, 2014 130T 4
17 1213 MAIN STREET SMITH GA 33333 0 0 o 0 September1, 2013 May 31, 2014 190 T 4
18 1227 MAIN STREET SMITH GA 33333 0 0 o 0 Septemberl, 2013 May 31, 2014 190 T 4
19 1253 MAIN STREET SMITH GA 33333 0 0 o 0 Septemberl, 2013 May 31, 2014 0 o
20 1262 MAIN STREET SMITH GA 33333 0 0 0 0 September1, 2013 May 31, 2014 190 T 4
21 1263 MAIN STREET SMITH GA 33333 0 [} o 0 September1, 2013 May 31, 2014 150 T 5
22 1286 MAIN STREET SMITH GA 33333 0 [} o 0 September1, 2013 May 31, 2014 150 T 5
23 1300 MAIN STREET SMITH GA 33333 0 0 o 0 September1, 2013 May 31, 2014 210 L 5
24 1310 MAIN STREET SMITH GA 33333 0 0 o 0 Septemberl, 2013 May 31, 2014 130T 4
25 1323 MAIN STREET SMITH GA 33333 0 0 o 0 Septemberl, 2013 May 31, 2014 130T S5
AIN STREFT ITH _ GA 33333 0 a 0 0 Sentemberi. 2013 Mav 31. 2014 190 T i
M 4 » M| CONTRACT ¥J
Ready | Average: 8294737034 Count: 5132  Sum: 2.21967E=11 |
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When Custom Sort is selected, the following dialog box displays:

(St 2]
< “:"gl Add Level ” X Delete Level ” Z3 Copy Level ” @ || ¥ My data has headers
Column Sort On Crder
Sart by | | |\.|'alues | |.ﬁ. toZ |

[ K i[ Cancel ]

Step  Action |
19 Continue to select Add Level until the following have been added to the dialog box:
e Sortby: FacilityName
e First Then by: LName (Last Name)
e Second Then by: FName (First Name)
20 Select Values as the Sort on criteria, and A to Z as the Order for each of the sort criteri
selections.
21 Ensure My data has headers is selected.
22 Select | (OK).
23 After all changes and additions have been made, select E (Save).
24 To create contracts for new employees: Open the NEWCONTR.csv file:

Georgia Department of Education
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The following window displays:

Cn) NEWCOMNTR.CSV - Microsoft Excel - @ X
b | —
| Home | Insert Page Layout Formulas Data Review View Developer

Tz - -
o (s OS24
E3 . § 3 Delete ~ E'
Paste B I U~~~ A~ == & [ $ - % o+ |50 ;0| Conditional Format  Cell e Sort & Find &
- 7 | = ” = ” = | | - @ | - ” i -)-.n| Formatting = as Table ~ Styles ElFormat' 27 Filter~ Select~
Clipboard ™= Font F} Alignment (F] Number F} Styles Cells Editing

H9-¢ @UOEEaveiil-
AL - fe | county
A B c D E F G H I ) K L M N )

County IBdofEd District EmpNo LName FName  SSN Address  City State 2Ip StateBase StateSupg LocalSupp Total Beg
SMITH SMITH CIT SMITH CITY BOARD OF EDUCATION o o o 0 9/

# Calibri -l - |A
~

] e ]

-
| =]
il

4 4 » M| NEWCONTR - %2 [/ m
Ready | &5 |

Step  Action

25 Since the NEWCONTR.csv file contains information in only one record, copy the defaulting
information, for example County, Board of Ed, etc., into the remaining rows.

26 Manually enter your new employees’ contract information into the Microsoft® Excel
spreadsheet.

27 Repeat Steps 4 — 26 for the NEWCONTR.csv file.

28 After all changes and additions have been made, save the file as NEWCONTR.xls.

29 Proceed to Procedure D: Microsoft® Word Contract File Processing.

Georgia Department of Education
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Procedure D: Microsoft® Word Contract File
Processing

Ste
1

Action

Open the CONTRACT.doc file.
The CONTRACT.doc file is located in K:\SECOND\PERDATA.

The CONTRACT.doc file’s field names, for example, <<County>>, <<District>>,
<<BdofEd>>, <<FName>>, <<LName>>, etc., were imported from the Microsoft® Excel
spreadsheet discussed in Procedure C: Microsoft® Excel Contract File Processing.

The following window displays:

() CONTRACT.doc [Compatibility Mode] - Microsoft Waord - g X
R —
— | Home | Insert Page Layout References Mailings Review View Developer @

.ﬁ -

%] s (e (ome 8 AN |. |AaBbCeDe | AsBbccDe AaBhb( #
Paste |B I U v abe X, X' Aav ||EJ A~ |.Q TNormal |7 MNoSpaci.. Headingl — Etf;alnge Editing
= o ||

Clipboard E} Font E} Paragraph Styles s

W9 vV IEEAT= A QUS[(TaAMSAACEEC r Pd@ON- 8B 0000 - |
---E---|---1---|---2---|---3---|---4---|---5---|---5---|---m---|- o

T

T

Complete i Duplicate Revized-April- 20017
Contract of* Emplt)}mentﬁl

Statz-ofGeorgia — — - — e

County-of «Comtys 1

T

This-Agreamant-is-made-and-antarad into-as-of-tha-datas-indicatad-below, -by-and-batwaan tha--f

T

+BedfEdn, Board-of Education {harsinaftarcallad emplover),-and -]

Citvor-Counn'T
i T
- oL MNames, «FNames, w350,
. —  LastNams — - - -FictNams  —» - MiddlsNams —» — —+  Social-Sssurig-Numbsr]
1
- wAddres e, «Citys, «Statas, -« T TP
ra (herainaftarcalled =mploves). |

— Strest —» - - - City — - - State —= - Zip-CodsT

T
IN-CONSIDERATION of the promisss harsinaftar-stated the=mploverhas offered-and the-smploves-has-acceptzd-emplovment -as-a member-o f the |

teachingoradministrati Fofthepublic-school swstemeof
) «Districts -
. N - - - - N o & SchoolSystsmNams{
o 1.-Scops-ofwod: - Theemployseis assignadto the-dutyof, «StaffPosition
) locatzdatf
—- — — —- — —- — - —  SmaffPosition]
«FarilityNamay in-said-schoolsvstan but the-emplovar rasarvastharichtto-affzet

—  -School-Nams-and-Cin]
gﬁsnsfa{nsn\ Dt'ha'lncshnnm.derthe]unsdtdwnnfﬂ:eemplwar -Thazmp 2o tiz iy .
ndpolicy.andahida by smhﬂﬂessndrezu]ahmsasma\"fmmhmetn-hmebe‘putmfmoe'b\ spprnpnate]awﬁ.ll hnn ather
ixte anrd Df Educahnn 1

AL
thhe empln\er or

T
2. + Term- of contraet: - Ths- smploves: shall ba- smploved: for the: period: from: «BagDhatay - through-

- «EndDats: .~The-smploveshershyvasrsasto completea-full schocl vaar for-certifisd staff, -as-definsd by the-rulss- nfthe State-

- Board-of Education, sndmmnrdsmewtththesnmnl sdlnnlcslendsmndrez\ﬂahmssdnptad ‘bytha-esmplover.-Ifthis contractcommancas-subsaquant to-

- thebeginning-ofanacademicschoolvear, the-smplovesasraasto peform-dasiznatad dutizs-on theremaindasr-ofemploveswork-daysin theschool vaar -as-

- defined-by-the-rules-of the State-Board-of Education-and-in-sccordance-with-the-smplover's-annual-school calendar-and work-schadules -]

. < 3
ER| I

Pagei1of2 | Wordsi1,654 | <& | I | EEEE
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Step  Action
2 Select the Mailings tab, and within the Ribbon, select Step by Step Mail Merge Wizard.
The Mail Merge panel displays in the right portion of the screen.

The following window displays:

[ CONTRACT.doc [Compatibility Mode] - Microsoft Word - =F X
i acy 1) .
\ Home Insert Page Layout References | Mailings | Review View Developer @
|=1 Envelopes 1 =E. i« j =] Address Block £ \{ K4 o 0
2] Labels @ _] Greeting Line 2 427 Find Recipient Al
Start Mail Select Edit Highlight Preview 2 Finish &
Merge = Recipients = Recipient List || Merge Fields JJ 4 Insert Merge Field £ Results | S Auto Check forErrors || perge
Create J Start Mail Merge Write & Insert Fields Preview Results || Finish |
=) .

Iuﬂ-J uuﬁ@@?»vaqm—q RO O @Lﬁﬁ@dv%l 0000 -
R T - 1 E [ T B - MalIMerge v X
- Select document type

. hat bwpe of document are you
warking on?
Complete-imDuplicate — @ Letters <@
Contract-of*Emplovmenty N
ploy () E-mail messages
- StatzofGeorgia —+ -+ -+ —+ B I
County-of_ wCommtys 1 O Envelopes
i 1 () Labels
R This-Agraement-is-madz-and-entarad-into-as-of-the-datas-indicated -below, -by-and batwaen the--f .
- 1 ) Directory
R wBsafEdn, Board-of Education (harsinaf
City-or County'] Letters
) 1 Send lethers to a
group of peopla,
- L Mamas, «FNamsn, «5 5N §
) o TanNams o - = -FirstNams -+ S MEdeNams = = S Social$ i s i i
< that each person receives.
- wAddrmsss, oCitys, «Statan, «Z 1Py Click Mext ko continue.
- — Strest —- - — - City —» - - Stats — - Zip-CoadsT
1
IN-CONSIDERATION -of the promisss harsinsfer-stated, the smploverhas offerad-and the-smploves has-accaptad-smplovm.
- 1
teachingoradministrativestaffofthepublic-scho ol svstemof
) - - — - - — N - SchoolSystentNans']
r:'\ 1.-Scope-ofweods:~Thesmployes-is-assisnadto the-dutyof «StaffPosition
locatzd atf
. . . . - . N . ~  StuffPositiont
_ «FacilitylNamss in-szidschool svstam but the smplovar o
—- —  -School-Nams-and-Cig7
gtransfer to anyotharloctionundartha jurisdiction-ofthe-emplover - The-emplepeeapraasto parform such-dutiss-as-assimad -
R such-curriculum -standards-andpolicy, and abids by-suchrules-andragnlation s-asmayfrom timeto time ba putin foreeby-approp
- of the-amplover- or-the-State-Board- of-Education.§
- 1
2. - Term- of contrsct - The =mployee shx]l be e'mplnyed for the- period- from- «BegDat:
- +EndDatas .~The=mpl h il full school-wear for-certifisd -staff, -as-definsd | Step 1 of 6
- Board-of Education -andin-accordancewiththe-annual- sdmnlcalends.rsndre ilati -mtedbythe n]nmr I.fthlscnntrm‘tc +
- thebaginningofan-acadsmic-schoolvaar, tha=mpl to paformdasi A-d d orkeds g % Mext: Starting document
- dafinad-by-tha-rulas-of-tha-State-Board-of Education- and-in-accordanca-with the- emplovar's-annual-school-calendar-and-w .
- b
L I —

Page:1 of 2 | Words: 1,654 | o6 | |

Step  Action

3 Step 1 of 6: Ensure Letters is selected, and choose Next: Starting document in the lower
right corner of the page.
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The following window displays:

[ CONTRACT.doc [Compatibility Mode] - Microsoft Word - =F X
i acy )
sl :

Home Insert Page Layout References | Mailings | Review View Developer @
|=1 Envelopes 1 =E. ‘__'_)|1 j _] Address Block \{ K 4 | *_ |
2] Labels @ _] Greeting Line < Find Recipient 4

Start Mail Select Edit Highlight Preview £ Finish &
Merge > Recipients ~ Recipient List || Merge Fields i Insert Merge Field ~ 2] Results | S Auto Check forErrors || pmerge
Create J Start Mail Merge Write & Insert Fields Preview Results || Finish |
ru [ —
|u.;|-o o uﬁ@uwnm A aa:_ﬂ[-rr]mmaﬁ@@@-— EOpdaon = 0000
[ T - I---3---I---4---I"'5-"I"MaiIMerge v X
Select starting document
- How do you wank ko sk up vaour
letkers?
CompleteimDuplicate — () Lse the current document <@—
Contract-of-Employment{ () start from a template
State-of(reorsia — — — - — Bl o
_ Countyof,  Comty g () Start From existing document
. 1
R This-Agraement-is-madz-and-anterad-into-as-of-the-dates-indicated -below, -by-and-batwaen the--f Use the current document
- 1 Start: from the docurment shown
. _ #BdafEidn, ‘Board-of Education (hersinaf here and use the Mail Merge
Citvor-Coung] wizard ko add recipient
. 1 information.
_ oL Mamay, «Famsans, «55NH
. —  LasrNama e -FimrName  — —+  MiddleNams —» - - Sociald
1
- wAddreses «Citys, «States, «Z 1Py
N (herzinafter-called smploves). T
- - Spest s — — — Ciy - —- —  Stats — -  ZipTodsT
1
- IN-CONSIDERATION of the promisss hersinaftar-stated the L has-offer=d-and the-smploves-has-accepted-zmplovm
B 1
) teachingoradministrativestaffofthepublic-scho ol svstermof
: Districts, K]
- - N - - ~ - o o SchoolSystsmNams{
rr'\ 1.-Scope-of wods: - Theemploves-is assiensdto the-dutyof «StaffPositions
locatzd atf
— = — — — — = - — StaffPasition]
_ «FarilityNamss in-said-school-svstam but the-smplovar 1
- - -Szhool-Nams-and-Cin7
atransfer to anvotherlocgtionunderthejurisdiction-ofthe-emplover - The-emplovesasraesto parform such-dutiss-as-assigmed. -
R such-curriculum -standards-andpolicy, and abids by-suchrules-andragnlation s-asmay-from timeto time ba putin forceby-approp
-+ of the-emplover or-the-State-Board-of-Education. |
- 1
2. - Term  of contrsct - The =zmplovee sha]l be- emploved: for the peried from- «BzgDat:
- «EndDats .~ The=ampl h to-compl full school-vaar for-certifisd -staff -as-definad | Step 2 of B
- Board of Education andqin accordancaviththa-anm ool calendarand ulati -‘-vntedbythe rﬂrmsr -Ifthis contract< &
- thebzginning-of an-acad amic-schoolvaar, the-ampl erazsto paformdasi d-dutizs-onth d 1 orkds g S Mext: Select recipients <——
- dafined-by-tha-rulas-of tha-State-Board-of Education-and-in-accordanca- with the- emplovar's-annual-school-calendar-and-w .
- « ¥ @ Previous: Select document byvpe
LR I

Page:1of 2 | Words:1,654 | o | I |

Step  Action

4 Step 2 of 6: Ensure Use the current document is selected, and choose Next: Select
recipients in the lower right corner of the page.
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The following window displays:

CONTRACT.doc [Compatibility Mode] - Microsoft Word - 8 X
Home Insert Page Layout References | Mailings | Review View Developer @
|=1 Envelopes 5 f’ﬂ; j =] Address Block ae:.{ H 4 oM o
2] Labels @ =) Greeting Line Find Recipient -
Start Mail Select Edit Highlight BEE § Preview 2 Finish &
Merge~ Recipients » Recipient List || Merge Fields @i Insert Merge Field = |2] Results | 'S¢ Auto Check for Errors || merge
Create J Start Mail Merge J Write & Insert Fields J Preview Results || Finish |

HY9- 0S8V AQUSTasMEAACEEO " PHAEON-D8 0000
Ll e s () Mail Merge v x

Select recipients

Ll
. (3) Use an existing st €————f———
Complete-iorDuplicate: (O Select from Cutlook contacts
Contmct of* Employmentﬂ O Type a new list
) State-ofGaorgia — — — — [
- County-of. wCoumtys, 1 Use an existing list
1 Use names and addresses from a

This-Agrsement-is-made-and-snter=d-into-as-of-the-dates-indicated -below, byv-and between the-| TR
< o

wEdefE s Board-of Education {(harsinaf
Citv-or-CounnT
- L Neme, «Fames <85N, 7 Edit recipient list. .
R — LastNama  — — ~FirstNams —» —- MiddlsNams - —- — Social-§
1
- wAddresss, «Citys, witaten, «Z 1Py
ra (hersinaftarcallad smploves).|
- - Sresr - - = Civ - - - Srar - - ZipCadsT
1
IN-CONSIDERATION of the promises herainsfter-stated the emploverhas-offerad-and-the-smplovee has-zccepted-emplovm.
- 1
tzachingoradministrativestaffofthapublic-school systemof
r;‘ —- - —- —- —- —- - —  School-System NamsT
| 1.-Seope-ofwods: - Theemplovasis-assimnadto thadutyrof «StaffPosition:
locatad atf
— - — — - — - - —  StaffPosition]
_ «FacilityMNarmas in-saidschool-systam butthe-smplover o
— —  -School-Nams-and-Cig]

gtransfer to anvotherlocationundsrthe jurisdiction-ofthe-emplover. - The-smplopeeagrse sto perform such-dutiss-as-assimed,-
suchcurriculum -standardsandpolicy, and abidzby-such rules andr=gulation sasmayfrom timeto time b putin forceby-approp

-+ of-the-amplover or-the-State-Board: of-Education.§
. 1
2.- - Texm- of contract- - The zmploves shx]l ba- smplovad: for- ths- pericd- from- «BagDat;

- «EndDatss .-The=mployesh to complateafull school vear for-cartifisd - staff -as-definad | Step 3 of B

- Board-of Education, andin: d iththe annusl schoolcalendsrand ulati dopted bythe n]mw I.&hﬁcnnkm’tc +

- thebeginningofan-academicschoolvear the-smpl erzzsto padformdasi d-dutizs-onth d orkde g = Mext: Write your letter <+

- defined-by-the-rules-of the-Statz-Board-of Education-and-in-accordancs- with the- emplover's-annual-school- calenda.r and-w

- « ¥ 4 Previous: Starting document
ER| i [

Page:1 of 2 | Words: 1,654 | 6 | |

Step | Action

5 Ensure Use an existing list is selected, and choose Browse (Select recipient list file).
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The following dialog box displays:

VataSource
Look imt | My Data Sources @ o | )( [ h
Ea Ity Reecent Mame Size | Type Modified
Documents e, P S —— i 3 .
~+Connect ko Mew Data Source. odo 1 KE Microsoft Office Data ... 9/25/2000 3:08 PM
@ Desktop "'@ +Mews0LServerConnection.odc 1 KB Microsoft Office Data C,., 9/25/2000 3:08 PM
an
Documents
) My
Computer
g Il Metwork,
Places
File: name: | Mew Source...,
Files of bype: |AII Data Sources (*.0dc; *.mdb; *.mde; *.accdb; *.accde; *.ols; *.ade; *.adp; *.udl; *.dsn; *.xls
o] (o
2

6 Navigate to K\SECOND\PERDATA to select the CONTRACT .xls (CONTRACT.xIsx)
file saved in Procedure C: Microsoft® Excel Contract File Processing.

The following dialog box displays:

Mame Description | Modified Created Type

COMTRACTS

5/7/2013 3:01:26 PM 5/7/2013 3:01:26 PM  TABLE

L e — E3|

First row of daka contains column headers I K I [ Cancel L
Ll

" Action

7 Ensure First row of data contains column headers is selected, and choose OK.
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The following dialog box displays:

2
This is the list of recipients that will be used in wour merge. Use the options below to add ko or change your list, Use the
checkboxes to add or remove recipients fram the merge, When your list is ready, click OF,

w | Address

Data Source

COMTRA Nl A0ZER. [ T2 2909 MAIN STREET | SMITH
CONTRACT. xlsx v ALZMSO 10ZTTE 1620 MAIM STREET SMITH ah o
COMTRACT. xlsx v aLaman RISKIE 1382 MAIM STREET SMITH Gh 3
COMTRACT. xlsx v avzLos LEZISHA 1263 MAIM STREET SMITH e 3
CONTRACT.xlsx [¥  BE3Man SUSIKD 1532 MAIM STREET SMITH Gh N
CONTRACT.xlsx v  BE4MUDEZ BAIL 2367 MAIN STREET SMITH Gh N
COMTRACT.xlsx ¥ BEGER ROGAHME 1379 MAIM STREET SMITH Gh 3
COMTRACT. xlsx v BE7EDICT DO7METTA 2493 MAIN STREET SMITH e 3
CONTRACT.xlsx [¥ BETM CL7UDE 2502 MAIN STREET SMITH A =
CONTRACT.xlsx v BESBE AMNIERA 1341 MAIM STREET SMITH Gh N
COMTRACT.xlsx v  BIZELOW TE9RELL 2226 MAIM STREET SMITH Gh 3:@
ORITD ACT el IU Bl 14ANT MATALTH 27472 MATR STDFET CRTTH =) !
E B
Daka Source Refing recipient lisk
CONTRACT.xlsx 4] sort...,
0 Filter...

E Find duplicates. ..
+41 Find recipient. ..

Yalidate addresses...

Edit... Refresh

8 Select OK.
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The following window displays:
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Complete-in-Duplicate- -+ Revised
Contract-of-Employmenty

State-of'Georgia — — —» —» —» ._.ll

County-ofSMITH-T

._
. This- Agreement-is-made- and- entered- into- as- of the- dates-indicated-below,-by- and- between- the- - SMITH- CITY- EOARD- OF- EDUCATION- (hereir
- emplover), and-ADZER,TAZ,-999088127-0£2909-MAIN-STREET -SMITH, GA,- 33333 (heremaftercalled-employee).

IN-CONSIDERATION- of'thepromises-hereinafterstated, the-emploverhas-offered-and-the-emplovee-has-accepted-employment.-as-a-membe

. teachingoradministrative-sta ff'ofthe public-school-system SMITH- CITY- BOARD- OF-EDUCATIONT

S

- 1.-Scope-ofwork:--The-employeeis-assigned-to-the-duty-o FINSTRUCTIONAL- SPEC- (P-8)located-at Location-000100-in-zaid-school syster
employerreservestheright-to-effect-atransferto-any-otherlocationunderthejurisdiction ofthe-employer.-The-emplovee-agreesto-perform-suck
assigned, observe-andimplement-such-cumeulum, - standards-and policy, and-abide by -such-mules-andregulations-asmay fromtime to-time-be-pu

~ byappropriatelawfulaction-either ofthe-employerorthe-State Board-ofEducation

- T

2.-Tenm-of contract:-- The-employee-shall-be-employed: for-the-period- from-9/1/2013-through-5/31/2014 -- The-emplovee-hereby-agreesto-co
school-year for- certified-staff,-as-defined-by-the-mules-of the-State-Board o f Education, -and in-accordance -with-the-annual-school-calendar-ang
adopted-by-the-emplover.-Ifthis-contract-commences-subsequent-to-the-beginning-of-an-academic-school-year, the-employee-agreesto-perfom
duties- on- the- remainder of emplovee-work-days-in-the-school vear, as-defined-by-the-rules- o f the- State- Board-of Education-and-in-accorda:
employer's-annual-school-calendar-and-work schedules 9

.

" 3.--Payment:-- The- employee's- annual-salary-is-based-upon- a- 4- certificate-level and- 5-years-of creditable-service-in-accordance-with-the- o
schedule -approved-by-the-State-Board-of Education- for-certified- personnel-emploved- for-a-full school-year,-as-defined-by-the rules-ofthe-St:
Education-andin-accordance-with-the-official work-schedules-adopted by the-employer.-The-employves-will be-compensated-as-follows: T

- -+ 1 +

540779 -5tate-baze-zalary-(bazed-on-State-Salary-Schedule)T *State-supplement-(Check-as-appropriate):-1 @
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_ PUBLIC-SCHOOL- EMPLOYMENT- OATH- OF-ALLEGIANCEY
- il
State-ofGeorgia¥
.
County-of 1
- L
.
I ca-citizen-of -and-being-an-employee-T
of -and-therecipient-of public-funds-for-services rendered-as-such-employee, T

-do-hereby-solemnly-swearand-a ffinm-that-I-will-support-the-Constitution-o f the-United-3tates-and-the-Constitution-of Georgia 7

.
- —-+ —-+ —-+ —-+ —-+ —-+ —-+ T
-+ -+ -+ -+ -+ -+ -+ -+ Signature-ofEmplovee”

-
Swom-to-andsubscribed-before me-this- dayof: 20 |
.
—-+ —-+ —-+ —-+ —-+ —-+ —-+ —-+ —-+ -+ -+ -+
— — — — — — — — — — — —
—-+ —-+ —-+ —-+ —-+ —-+ + -+
- - - - -+ -+ -+ -+ -+ Notary Public?
Raquirsd-by-0.0. G A 45-3-110
lT
. 1
- Addendum-to-Contract-of-Emplovmentq]
. State-ofGeorgia¥
Countyof 1
.
+ This-Addendumis- made-and-enteredinto-this- day-of
.
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