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

Overview

The PCGenesis salary schedule should correspond to the current calendar year’s published State Salary
Schedule. GaDOE Data Collections provides the current calendar year’s published State Salary Schedule
on the GaDOE website. Go to Data Collections link shown below:

http://www.gadoe.org/Technology-Services/Data-Collections/Pages/Home.aspx

Follow the link to Certified/Classified Personnel Information (CPI), then go to FY ccyy CPI Resources
(where ‘ccyy’ represents the current fiscal year), then go to State Salary Schedule.

The current year’s salary schedule must exist in the PCGenesis CPI module before PCGenesis users attempt
to create the CPI Transmission File.

This document provides the instructions to enter or to import the PCGenesis salary schedule from a .csv file.
The State Salary Schedule import .csv file is located at:

http://www.gadoe.org/Technology-Services/PCGenesis/Pages/CPI-System-Operations-Guide.aspx

Screen Print: The screen print feature allows the user to obtain a screen print of selected payroll screens.

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

Topic 1: CPI Salary Schedule Processing

Procedure A. Verify the CPI Salary Schedule Exists

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

The following screen displays:

r R — h
[ PCGDist=8991 Rel=17.04.00 02/02/2018 PCW 003 SV CADEVSYS CASECOND wEh X
N
Gertified/Classified Personnel Information System CPIMEHU

Master Henu

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

CPI Salary Schedule
CPI Reporting Menu

Create CPl Report & Transmission File
CPI Assignment File Maintenance

Certificate File Maintenance Menu
CPI Description Code Menu

W
'
|

Bl Bl Bl bl bREiE

CPI Special Functions Menu

File Reorganization

e | s | N I T 17.84.00

| 5 | MriSy | PO | MEND

2 Select __5_|(F5 - CPI Salary Schedule).

Georgia Department of Education
February 2, 2018 ¢ 2:24 PM e Page 2 of 17
All Rights Reserved.



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

The following screen displays:

E PCGDist=8991 Rel=14.02.01 08/26/2014 PCVW 003 S¥ C\DEYSYS C:A\SECOND _Iﬁllﬂ
CPICHS B0
CPI SALARY SCHEDULE
Salary Schedule: {CCYY)
Enter Salary Schedule or Press F16 to Exit.
:m:.v FBE =1] ERE 14.82_808
FIS«

Step  Action

3 Enter the 4-digit calendar year (CCYY) in the Salary Schedule field, and select _mvl
(Enter).
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PCGenesis Certified/Classified Personnel Information (CP1) System Operations Guide

If the salary schedule does not exist, the following screen displays:

B PCGDist=8991 Rel=14.02.01 08/26/2014 PCW 003 SY C:\DEVSYS C:SECOND _ = x|
CPICHS88
CPI SALARY SCHEDULE
Salary Schedule: 2816 (CCYY)
Salary Schedule 2816 HOT FOUHD? F13 to Create
Enter Salary Schedule or Press F16 to Exit.
:m:.v FBE =1] rEw 14_82_88
FIS«
If the salary schedule exists, the following screen displays:
B PCGDist=8991 Rel=14.02.01 08/26/2014 PCW D03 S¥ C:\DEVSYS C:\SECOND _ = x|
CPICHSAA
CPI SALARY SCHEDULE
STATE Salary Schedule: 2015 (GCYY)
STATE SALARY SCHEDULE
Years Sal
Exp Step T-1 T-2 BT-4 T-4 BT-5 T-5 BT-6 T-6 BT-7 T-7
8,1,2 E 31586 32585 _ 31586 33424 35597 38438 40936 43435 46258 LB213
3 1 _32534 33480 31586 34427 36665 39501 42164 L4TF3IB  476U6 L0650
4 2 _3351@ _34484 31586 _3546@ 37765 _L4O779 43479 LGOBO 49075 51149
5 3 4515 35519 31586 36524 3I8BO8 42802 44732  4T462  SBS4F 52683
6 4 _3555@ 36585 31586 37985 _A4045h 43687 46521 49360 52569 54790
A 36617 37683 31586 39125 41668 44992 47017 58841 54146 56434
8 6 _3F716 _38813 31586 46886 43543 47817 50073 53129 56583 58974
9,18 7 JBBL4F 39977 31586 42113 _44B409 48408 SAG75 54723 58288 _6@743
11,12 L1 _40812 41176 _31586 43376 46194 49881 53122 56365 60028 67565
13,14 L2 _ 41242 42411 31586 44677 47580 51377 _ 54716 580546 61829 464442
15,16 L3 _42uh8 43683 31586 L6017 49867 52918 56357 59798 63684 66375
17,18 L4 _ 43721 44993 31586 47398 _GOLF7 _GA4AGAG6 58848 61592 65595 68366
19,28 LS _ 45833 46343 31586 48828 51991 56141 59789 63448 67563 78417
21+ L6 _46384 47733 31586 50285 53551 57825 61583 65343 69598 72538
ENTER=Ualidate F3-Print Screen F18-Load from File F16=Exit
4 = F10 g 14.02.88
FIS‘
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

Step Action

4 If the salary schedule exists: Verify the entry in the (STATE) Salary Schedule field has
defaulted correctly, and using the current calendar year’s published State Salary Schedule,

EMTER
verify the information is correct. Select _"l (Enter) twice.

If the information is incorrect, enter the correct information and select _'fl (Enter) twice.

Select =& (F3 — Print this data) to obtain a screen print of the CPI Salary Schedule screen.
The screen print file will be available in the print queue with the name ‘PSCNnnnn’.

5 If the salary schedule does not exist: Select ﬁl (F13 - to Create).
To import the State Salary Schedule, proceed to Procedure B1. Importing the CPI Salary
Schedule.

To enter the State Salary Schedule manually, proceed to Procedure B2. Entering the CPI
Salary Schedule Manually into PCGenesis.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

Procedure B. Creating the CPI Salary Schedule
B1. Importing the CPI Salary Schedule

B PCGDist=8991 Rel=14.02.01 08/26/2014 PCW 003 S¥ C:\DE¥SYS C:\SECOND = |E|£|
CPICHS B8

CPI SALARY SCHEDULE

STATE Salary Schedule: 2016 (CCYY)
STATE SALARY SCHEDULE
Years Sal
Exp Step T-1 T-2 BT-4 T-4 BT-5 T-5 BT-6 T-6 BT-7 T-7
8,1,2

19,28 LS
21+ L6

ENTER=Ualidate F3-Print Screen F18-Load from File F16=Exit
g & Fi0 = 14.92.00

Fis«

Ste Action
1 select F19_| (F10 - Load from File).
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

PCG Dist=8991 Rel=14.02.01 08/26/2014 PCW 003 S¥ C:DE¥SYS C:%SECOND = ISIEI

Enter the upload file Path and Mame (e.g. C:\TEMP\SALSCHED.CSU )

C=ATEMPYSALSCHED.C3Y

CPICHS A8

Salary Schedule Upload From File

PF18=Browse for file

ENTER=Ualidate, F16=Exit

ENTEV FBﬁ Fio EREf 14_82_88
FIS«
Step | Action

2 Do not exit the Salary Schedule Upload From File screen.

3 Using the Web browser, access:
http://www.gadoe.org/Technology-Services/PCGenesis/Pages/CPI-System-Operations-
Guide.aspx

4 Select the PCGenesis CPI Salary Schedule.csv File - CCYY link, where CCYY is the
appropriate fiscal year.

5 When the File Download dialog box displays, select i'ﬂL in response to the “Do you
want to open or save this file?” message.

The dialog box displayed will vary based on the Web browser used. Regardless of the box
displayed, or the instructions provided, select the option to save the file.

6 Navigate to, and save the file with the C:\Temp file folder.

The C:\Temp file folder exists from a previous PCGenesis software installation.

7 Select the drop-down selection icon | within the Save as type field, and select All Files.

8 Enter the filename, or verify the file is saved as ccyySalarySchedule.csv, where ‘ccyy’ is the
current fiscal year, and select . 23¥2 | (Save).
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

9 Return to PCGenesis.

The following screen displays:

B PCGDist=8991 Rel=14.02,01 08/26/2014 PCW 003 S¥Y C:\DEYSYS C:\SECOND _|5’|£|
CPICHS B8
%$alary Schedule Upload From File
Enter the upload file Path and Mame (e.g. C:A\TEMPASALSCHED.CSU )
C=ATEMPY28165alarySchedule.csy
PF18=Brouse for file
ENTER=Validate, F16=Exit
g -] F10 B 14.02.00
FIS«

Step  Action

10 Verify the defaulting file and pathname in the Enter the upload file Path and Name field is

C:\TEMP\ccyySalarySchedule.csv or select ﬂl (F10 - Browse for file) to locate the file
manually.

If the defaulting file/pathname is incorrect, enter the appropriate information in the field and

proceed to Step 11, or select il (F10 - Browse for file) to locate the correct file and
pathname.

11 Select ﬂl (Enter) twice.

When selecting _(l (Enter), PCGenesis automatically verifies the file’s location and scans
each line of the file for invalid characters and data values that are too large. PCGenesis also
ensures the file contains the correct number of schedule lines.
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PCGenesis Certified/Classified Personnel Information (CP1) System Operations Guide

For successful file imports, the following screen displays:

B PCGDist=8991 Rel=14.02.01 08/26/2014 PCW 003 S¥ C:A\DEYSYS C:\SECOND —|=] x|

GPICHS B@
Salary Schedule Upload From File

Enter the upload file Fath and Hame {e.g. C:A\TEMPYSALSCHED.C3U )}

C:\TEMP\2B816SALARYSCHEDULE .CSV

%% [MPORT FILE SUCCESSFULLY LOADED x*x

Enter to Continue
Y - Fi B 14.62.00
FIS«
The following screen is an example of an error message screen:

B PCGDist=8991 Rel=14.02.01 08/26/2014 PCW 003 SY¥ C:ADEYSYS C:\SECOND _|E'|£|

GPICHS B@
%$alary Schedule Upload From File

Enter the upload file Path and Hame {e.g. C:\TEMPYSALSCHED.CSU )}

C:\PCGAZB15SALARYSCHEDULE .CSV

=*x ERRORS FOUND - CSU File cannot be loaded s=x=

Line 882 Year does not match selected schedule year SCHED YEAR

Line @83 Year does not match selected schedule year SCHED YEAR

Line @84 Year does not match selected schedule year SCHED YEAR

Line @85 Year does not match selected schedule year SCHED YEAR

Line 886 Year does not match selected schedule year SCHED YEAR

Line 887 Year does not match selected schedule year SCHED YEAR

Line 088 Year does not match selected schedule year SCHED YERR

Line 889 Year does not match selected schedule year SCHED YEAR

Line @18 Year does not match selected schedule year SCHED YERR

Line 811 Year does not match selected schedule year SCHED YEAR

Line @12 Year does not match selected schedule year SCHED YEAR

Too many errors to display. Recheck CSU file format

F16 to Cancel
zmzv = =1] e 14.082.88
FIS«
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

12 For successful file imports: Verify the “***Import File Successfully Loaded***” message
displays, select ﬂl (Enter) and proceed to Step 13.
For unsuccessful file imports: Errors display when there are incorrect file selections,

and/or if the import file’s year or file layout does not match. Select ﬂ (F16 - to Cancel)
to return to the Certified/Classified Personnel Information Master Menu, and correct the
errors displayed. Return to Step 1 of this procedure to repeat the file’s import.

The following screen displays if there are no errors:

= PCGDist=8991 Rel=14.02.01 08/26/2014 PCW 003 S¥ C:\DEYSYS C:SECOND = ISIEI
CPICHSA8

CPI SALARY SCHEDULE

STATE Salary Schedule: 2016 (GCYY)
STATE SALARY SCHEDULE
Years 3al
Exp Step T-1 T-2 BT-4 T-4 BT-5 T-5 BT-6 T-6 BT-7 T-7
8,1,2

GO~ Ch W D

ENTER=Ualidate F3-Print Screen F18-Load from File F16=Exit
ENTEV Fsé Fio EREf 14_82_88

Fi5 '
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

Step Action

13 Verify the screen’s entries are correct.

Select = & (F3 — Print this data) to obtain a screen print of the CPI Salary Schedule
screen. The screen print file will be available in the print queue with the name
‘PSCNNnnnn’.

GaDOE Data Collections provides the current calendar year’s published State Salary
Schedule on the GaDOE website. Go to Data Collections link shown below:

http://www.gadoe.org/Technology-Services/Data-Collections/Pages/Home.aspx

Follow the link to Certified/Classified Personnel Information (CPI), then go to FY ccyy CPI
Resources (where ‘ccyy’ represents the current fiscal year), then go to State Salary
Schedule.

It is imperative that PCGenesis users verify the screen’s entries against the State Salary
Schedule indicated. When the information is incorrect, make the appropriate changes.

14 Select ﬂl (Enter) twice.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/26/2014 PCW 003 S¥ C\DEY¥SYS C:\SECOND _|5’|£|
CPICHS 88
CPI SALARY SCHEDULE
Salary Schedule: {CCYY)
Enter Salary Schedule or Press F16 to Exit.
ENTEV = =1] EREf 14_82_088
FIS«

Step | Action
15

Select ﬁl (F16 - to Exit) to return to the Certified/Classified Personnel Information System
Master Menu.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

-
[ PCGDist=8991 Rel=17.0400 02/02/2018 PCW 003 SV CADEVSYS CASECOND W_E@g
Gertified/Classified Personnel Information System CPIMEHU
FKey Haster HMenu

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

CPl Salary Schedule
CPI Reporting Menu

Create CPl Report & Transmission File
CPI Assignment File Maintenance

Certificate File Maintenance Menu
CPI Description Code Menu

CPI Special Functions Menu

i B Bk b kbl

File Reorganization

Vo) | | | | | [ | [ | | | [ | | 178400

| LS | WoriSp| AN | WEND

Step  Action

16 Select ﬁl (F16 - Exit) to return to the Business Applications Master Menu.

17 To print the report via the Ugueue Print Manager: Select '1";%' (Ugqueue).
To print the report via Microsoft® Word: Select @l (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

B2. Entering the CPI Salary Schedule Manually into PCGenesis

= PCGDist=8991 Rel=14.02.01 08/26/2014 PCW 003 S¥ C:\DEYSYS C:SECOND F _ =] x|
CPICHS 88
CPI SALARY SCHEDULE
STATE Salary Schedule: 2016 (GCYY)
STATE SALARY SCHEDULE
Years 3al
Exp Step T-1 T-2 BT-4 T-4 BT-5 T-5% BT-6 T-6 BT-7 T-7
8,1,2 E
3 1
h 2
5 3
6 &
i 5
8 6
9,18 7
11,12 L1
13,14 L2
15,16 L3
17,18 L4
19,28 LS
21+ Laé
ENTER=Ualidate F3-Print Screen F18-Load from File F16=Exit
ENTEV Fsé Fio EREf 14_82_88
FIS«
Step | Action
1 Verify the entry in the STATE Salary Schedule field has defaulted correctly.

If the information is incorrect, select ﬂ (F16) to enter the correct information.

2 Make the appropriate entries in the fields.

GaDOE Data Collections provides the current calendar year’s published State Salary
Schedule on the GaDOE website. Go to Data Collections link shown below:

http://www.gadoe.org/Technology-Services/Data-Collections/Pages/Home.aspx

Follow the link to Certified/Classified Personnel Information (CPI), then go to FY ccyy CPI
Resources (where ‘ccyy’ represents the current fiscal year), then go to State Salary Schedule.

It is imperative that PCGenesis users verify the screen’s entries against the State Salary
Schedule indicated. When the information is incorrect, make the appropriate changes.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/26/2014 PCW 003 SY C:\DEYSYS LC:\SECOND _Iﬁllﬂ
CPICHS 88
CPI SALARY SCHEDULE
STATE Salary Schedule: 2016 (CCYY)
STATE SALARY SCHEDULE
Years 3Sal
Exp Step T-1 T-2 BT-4 T-4 BT-5 T-5 BT-6 T-6 BT-7 T-7
8,1,2 E 31586 32585 31586 33424 35597 38438 _hA936 43435 46258  4B213
3 1 32534 33480 31586 _3IWH27 36665 39591 42164  4N73E 47646 49659
L 2 335108 _ 34484 31586 35468 37765 _4O7T9 43420 46088 49875 51149
5 3 34515 35519 _ 31586 _ 36524 _3IBBOB 42082 44732 47W62 58547 52683
6 4 _ 35558 36585 31586 _3J798C _4@4GH 43682 46521 49368 52569 _S4794
¥ &5 36617 _37683 31586 _39125 41668 44092 470417 50841 54146 56434
8 & 37716 _38813 31586 _4ABBG 43543 47817 58873 53129 56583 58974
9,18 7 IBEBLF 39977 _ 31586 _ 42113 _u4B4WD 4R4W28 5575 G4F23  LB280 68743
11,12 L1 _48812 41176 31586 43376 46194 49881 53122 56365 60028 62565
13,14 L2 31212 42411 31586 44677 47588 51377 _SL716 L8056 61829 o6hhh2
15,16 L3 _42448 43683 31586 46817 49807 52918 56357 59798 63684 66375
17,18 L4 _ 43721 44993 21586 47398 S@477 GCASHG SHB@4E 61592 65595  GBIGG
19,260 LS5 _45833 46343 31586 48828 51991 56141 59789 63448 67563 _FO47
21+ L6 _46384 47733 31586 _5B285 53551 57825 61583 65343 69598 72530
ENTER=Validate F3-Print Screen F18-Load from File F16=Exit
4 -5 F10 B 14.02.00
FIS«

" Action

3 Select El Enter) twice.

Select =& (F3 — Print this data) to obtain a screen print of the CPI Salary Schedule 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

The following screen displays:

E PCGDist=8991 Rel=14.02.01 08/26/2014 PCVW 003 S¥ C\DEYSYS C:A\SECOND _Iﬁllﬂ
CPICHS B0
CPI SALARY SCHEDULE
Salary Schedule: {CCYY)
Enter Salary Schedule or Press F16 to Exit.
:m:.v FBE =1] ERE 14.82_808
FIS«

Step  Action

4 Select ﬁl (F16 - to Exit) to return to the Certified/Classified Personnel Information
System Master Menu.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

' B
[ PCGDist=8991 Rel=17.04.00 02/02/2018 PCW 003 SV CADEVSYS CASECOND wﬁ_@lﬂlﬂ_
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

Mastr | e | N I I 170400

re | 5 | MoriSp | BT | MEND

Step  Action

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