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

Overview

For the Certified (and Non Certified) Employees Biographical/Certificate Information Report, and the
Certified Employees with Advance/Inhibit Flags of A & E Report, PCGenesis considers the termination
and rehire dates, and the employee’s status to determine which employees are included on these reports.
PCGenesis excludes employees with a termination date prior to the reporting period unless they have a
rehire date within the reporting period. PCGenesis identifies employees with a termination date after the
reporting period on the reports with the “Employee is Active for this Cycle” message. PCGenesis also
displays the CPI reporting cycle dates within the header of the reports.

Where appropriate, PCGenesis displays employee information meeting the following criteria.

Long Term Substitute Information: Substitute employees, payroll class type ‘S’, who are employed by
the school district for six (6) 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, these employees’
information is included in Certified/Classified Personnel Information (CPI) reporting.

House Bill 210/Senate Bill 327 Information: HB210/SB 327 allows retirees to return to work full-time.
PCGenesis includes these employees’ information in Certified/Classified Personnel Information (CPI)
reporting.

Ethnicity Code Change Information: To meet Federal and CPI reporting requirements beginning
calendar year 2010, the Display/Update Personnel Data screen displays race/ethnicity definitions to
employees’ information. CPI processing now requires a two-question format to collect data on ethnicity
and race and requires two distinct responses. The first question concerns the broad category of ethnicity,
and the second question is concerned with the less broad designation of an employee’s specific race
category. The first part asks the respondent to identify his or her ethnicity as a Hispanic or Latino. The
second part asks the respondent to identify his or her race or races. User must select at least one race
code.

Biographical/Certificate Information Report: The Certified Biographical/Certificate Information
Report provides Certified employees’ biographical and certificate information. The Non-Certified
Biographical Information Report provides classified employees’ biographical information and may be
printed to include only Long Term Substitute information. PCGenesis allows the printing of both reports
for all schools and locations, all employees, or for an individual school, location, or employee. In
addition to other CPI identifiers, the Certified Biographical/Certificate Information Report displays a
Professional Standards Commission (PSC) certification request-in-progress flag, and a flag to identify if
the employee’s certificate is renewable.

Certificate Information Report: When the Expire Year field is entered, the report lists all certificated
employees, including paraprofessionals, whose certificates have expired or will expire on June 30 of the
calendar year specified. When the Expire Year field is not entered, the report lists ALL employee
certificates. Generate the report for all schools and locations, or for an individual school or location.

PCGenesis automatically prints the Expired Certificate Information Report when performing the CPI
Rollover. Review this report to determine if any of the school district’s certified and paraprofessional
employees’ certificates will expire during the upcoming CPI reporting cycle. Refer to Section I:

Special Functions, Topic 5: Performing the CPI Rollover for additional information and instructions.
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PCGenesis Certified/Classified Personnel Information (CP1) System Operations Guide

Certified/Non-Certified Worksheets: Use the CPl Worksheets to record an employee’s job
assignments, and other useful CPI information. As with the Certified Biographical/Certificate
Information Report, in addition to other CPI identifiers, the worksheet for certified employees also
displays a PSC-certification request-in-progress flag, and a flag to identify if the employee’s certificate
is renewable. The worksheets may be generated for all or for individual schools, locations and
employees or for an individual employee. Print the worksheets with or without employee’s job
assignment information as needed.

Certified/Classified Employees’ Error Listing: Both manually and automatically generated where
appropriate, the error list’s results determine if the CPI data transmission file meets GaDOE processing
standards. PCGenesis displays the “EC029 Long Term Substitute Flag Invalid ” message. PCGenesis
produces this message to aid users in the correction of errors, and to promote successful transmission of
the CPI In-Progress Report to the Georgia Department of Education for processing. To correct this
error, refer to the update biographical information procedure within Section A: Displaying/Updating
Individual Employee Information to adjust the employee’s Long Term Sub? flag. 4A.
Certified/Classified Employee Error List — Example provides an example of this report, and a
corresponding screenshot example of the Display/Update Individual Employee Information — Certificate
File — Biographical Information for the employee information affected by this error condition.

To safeguard against additional GaDOE-CPI data transmission processing errors PCGenesis users are
urged to correct as many inconsistencies as possible even when the report’s messages do not prevent the
CPI data transmission file from being processed. The Error Listing also provides PSC-certification
request-in-progress and certificate renewal status flag information and other assignment associated
certification record findings.

Multiple Record Proofing Report: The record proofing report lists employees with multiple payroll
records by Social Security Number (SSN).

Employees with Questionable CPI Include Status Report: The questionable CPI status report lists
employee records containing a questionable Include On CPI? status. An example error message is,
“Emp (Employee) CPI eligible but not flagged”. The Print Employees With Questionable CPI Include
Status report will not list employees who have been terminated prior to the Cycle 1 Termination From
Date on the CPI Control record. Therefore, only employees who are actually reported during the CPI
transmission cycles will be reviewed for the report.

Certified Employees with Advance/Inhibit Flag Set Report: The advance/inhibit report lists
employees’ records with Advance/Inhibit flags set. The report may be generated for all schools and
locations, or for an individual school or location where appropriate

Summary Report for Proofing Location, Ethnic, and Termination Codes: The summary proofing
report lists employees’ records requiring modification before the employee’s information can be
included in CPI reporting. The report may be generated for an individual or for all schools and
locations, and/or all Certified or Non-Certified employees. Print the report by pay class where
appropriate.
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PCGenesis Certified/Classified Personnel Information (CP1) System Operations Guide

Employees’ Certificate/Years of Experience/Pay Step Report: The Certificate/Years Experience/
Pay Step Report lists the certificate level, total years of experience, and current pay step for certified
employees including paraprofessionals. Print the report for active and inactive employees, and for an
individual school or work location, or for all schools or work locations.

Section A: Displaying/Updating Individual Employee Information and Section B: Displaying/Updating
Personnel Information provides the instructions to correct the employee information inconsistencies
identified on the CPI reports. Once corrected, PCGenesis users should continue to print the specific
report until there are no errors.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

Topic 1. Printing Employees’ Biographical and

Certificate Information

1 From the Business Applications Master Menu, select _4 | (F4 - Certified/Classified Personnel

Information System).

The following screen displays:

[ [a] PCG Dist=8991 Rel=17.04.00 02/02/201: ADEVSYS  CASECOND WHITE

Certified/Classified Personnel Information System

Haster Henu
- - DisplayfUpdate Individual Employee Information

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

-- CPl Salary Schedule
-- CPI Reporting Menu

-- Create CPl Report & Transmission File
-= CPII H AFiIell'n &

9

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

-- CPl Special Functions Menu

]
=

bl Bl Bl bbbk

-- File Reorganization

Step  Action
2 Select —7_| (F7 - CPI Reporting Menu).

o o0

CPIMENU

17.84.88
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

1 PCGDist=8991 Rel=15.04.00 01/29/2016 PCW 002 SV CADEVSYS CA\SECOND

=
]

Certified/Classified Personnel Information System

Reporting Henu

- - Print Certified Employee Biographical{Certificate Info

- - Print CertifiedfNon-Certified Worksheet
- - Print Certified{Classified Employee Error List

- - Print Multiple Record Proofing Report

-- Print Certified Employ With Ad
- - Print Summary Proofing Report

e b bl b b3

metlbe| | | | ] | | [ | | |

-- Print Non-Certified Employee Biographical Information

- - Print Employ YWith Questionable CPI Include Status

- - Print Employees Cerlificatefrears Experience/Pay Step

CPICPBB7

-- Print Employee Certificate Information & Create Export C5V File

fInhibit Flags ARE

| 15.62 .00

| 145 | Wiz DA | MEND

Step  Action

3

For Certified employees:
Biographical/Certificate Information).

For Non-Certified (Classified) employees:
Employee Biographical Information).

Select 1.

(F1 - Print Certified Employee

Select —2 | (F2 - Print Non-Certified
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PCGenesis Certified/Classified Personnel Information (CP1) System Operations Guide

For Step 3-F1 selections, the following screen displays:

PCG Dist=6101 Rel=23.04.00 03/04/2024 PCG 001 SV CASQOLSYS CASECOND WHITE - O X
CERTIFIED BIOGRAPHICAL/CERTIFICATE INFORMATION CPICH411

To print information for ALL schools/locations, leave zeros
in the School/Location field and press ENTER.

To print a selected school/location, enter the School/fLocation
in the School/Location field and press ENTER.

To print an individual employee, enter the employee's number
in the Individual Employee Ho. field and press ENTER.
School/Location: ]

Individual Employee Ho.:

To print rehired retirees (SB 327) only, enter '¥'.
Print rehired retirees only?: N (Y or N)

Select SSH print option: * Print last 4 digits of SSNs
" Print entire SSH
" Do not Print SSN

ENTER = Continue, F16 = Exit

g ey 24_061.00
F16<::|

For Step 3-F2 selections, the following screen displays:

PCG Dist=6101 Rel=23.04.00 03/04/2024 PCG 001 SV CASQLSYS CASECOND WHITE - O X
HOH-CERTIFIED BIOGRAPHICAL INFORMATION CPICHA412

To print information for ALL schools/locations, leave zeros
in the School/Location field and press ENTER.

To print a selected school/location, enter the School/fLocation
in the School/Location field and press ENTER.

School/Location: hd

To print long term substitutes only, enter '¥'.
Print long term subs only?: H {¥ or H)

Select SSH print option: * Print last 4 digits of S5Ns
" Print entire SSH
" Do not Print SSN

ENTER = Continue, F16 = Exit

g =Y 24._01.00
F|S<::I
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PCGenesis Certified/Classified Personnel Information (CP1) System Operations Guide

Step Action

4 For all schools/locations, and employees: Leave the School/Location and the Individual
Employee No. (Individual Employee Number) fields blank.
For an individual school/location, or employee: Enter the code, or select the drop-down

selection icon | within the School/Location field or the Individual Employee No.
(Individual Employee Number) fields to choose the information.

5 For HB210/SB327 Retirees Only: Enter Y (Yes) in the Print rehired retirees only? field.

6 For Long Term Substitutes Only: Enter Y (Yes) in the Print long term substitutes only?
Field

7 Select the ™ radio button to the left of the desired option for Select SSN print option.

Select whether to print the entire Social Security Number, to not print Social Security
Number, or to print only the last four digits of Social Security Number on the CPI report.
This feature allows sensitive payroll data to be protected.

8 Select ﬂl (Enter) twice.

“** Processing Request **” briefly displays.

The following screen displays:

-
1 PCGDist=8991 Rel=15.04.00 01/29/2016 PCW 002 SV CADEVSYS CASECOND WHITE [E=REERS
Certified/Classified Personnel Information System CPICPBB7
FKey Reporting Henu

- - Print Certified Employee Biographical{Certificate Info
- - Print Non-Certified Employee Biographical Information

-- Print Employee Certificate Information & Create Export C5V File

-- Print CertifiedfNon-Certified Worksheet
- - Print Cenrtified{Classified Employee Error List

- - Print Multiple Record Proofing Report
- - Print Employees With Questionable CPI Include Status

-- Print Certified Employ With Ad fInhibit Flags ARE
- - Print Summary Proofing Report

el e b b b

-- Print Employees CerificatefYears Experience/Pay Step

Master | Voot | | | | | | 15.63.60
toriZp || PAY VEWR| | | | |

MONITOR, | MORI

E« IF=]

Georgia Department of Education
March 4, 2024 ¢ 2:17 PM e Page 7 of 44
All Rights Reserved.



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

9 To print the report via the Uqueue Print Manager: Select T;%l (Uqueue).
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.

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

Reporting Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

1A. Certified Employee Biographical/Certificate Information Report —
Example

RUN DATE: 12/03/2018 CERTIFIED EMPLOYEE BIOGRAPHICAL/CERTIFICATE INFCRMATION PLGE: z
RUN TIME: 12:35:21 CPI Cycle # 3 03/02/2017 To 0&/30/2018

PROGEAM: CPICM411

EMPLOYEE NO: 87728 S5NH: ©99-0B-T728 NAME: ARSSTEAD, MISHEL

PAY CLRSS: o7 CERTIFIED 10 MONTH HIRE DATE: 8/02/2013

WORE LOC: oL03 Location 000103 REHIRE DATE:

STRTUS: z TERMINATION:

BIRTH DATE: &/01/1%80 DATE:

SEX: F BRERSON:

ETHNIC CODE: 02 HISPANIC: N BARCE CODES: WHITE

EMPLOYMENT BASIS: 1.00 STATE YERRS EXP: 15 STATE PARY STEP: L3

ADVRENCE INHIBIT:

ANNUAL CONTRACT DAYS: 180 BNNUARL CONTRACT AMOUNT: 60554.00

BNNURL CERT: N
CERTIFICATE LEVEL: 5 EFF DRTE: 03/23/2007 CERT ID: 455624 COPEN CRSE?: N
CERTIFICATES ON FILE
FIELD CODE FIELD HAME CERT TYPE PROF/RENEW VALID FROM TC

654 CLEARAMCE CERTIFICATE C b4 07/01/2013 2018
BOEB ERRLY CHILDHOOD EDUCATION (P-5 SRT b4 07/01/2013 2018
852 CONCENTRATION-SCIENCE SRT b4 07/01/2013 2018
854 CONCENTRATION-SOCIAT SCIENCE SRT b4 07/01/2013 2018
881 GIFTED IN-FIELD SRT b4 07/01/2015 2018

1B. Certified Employee Biographical/Certificate Information Report —
HB210/SB327 Rehired Retiree - Example

RUN DATE: 12/03/2018 CERTIFIED EMPLOYEE BIOGRAPHICAL/CERTIFICATE INFORMATION PRGE: 337
RUN TIME: 12:45:52 CPI Cycle # 3 03/02/2017 To 0&/30/2018

PROGRAM: CPICM411

EMPLOYEE NO: 88293 35M: 999-06-8298 NAME: CHZSTRIN, TOZA
PAY CLASS: 07 CERTIFIED 10 MONTH HIRE DATE: 9/13/2016
WORK LOC: 8012 Location 008012 REHIRE DATE: i/0z/2017 SB 327 REHIRED RETIREE
STATUS: z TERMINATION:
BIRTH DATE: 9/01/1959 DRTE:
SE F RERSON:
ETHNIC CODE: 02 HISPANIC: N RACE CODES: WHITE
EMPLOYMENT BASIS: 1.00 STATE YEARS EXP: 0 STATE PRY STEP:
ADVANCE INHIBIT:
ANNUAL CONTRACT DAYS: 000 ANNUAL CONTRACT AMOUNT: 11%64.00
RANNUAL CERT: N
CERTIFICATE LEVEL: 1 EFF DRTE: 01/01/2017 CERT ID: 123456789 CPEN CASE?: N
CERTIFICATES ON FILE
FIELD CODE FIELD HAME CERT TYPE FPROF/RENEW WVALID FROM TO
594 GEARPHIC ARTS D ¥ 01/01/2017 2020
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

1C. Non-Certified Employee Biographical Information Report — Example

LBUN DATE: 0%/20/2017 HON-CERTIFIED EMPLOYEE BIOGRAPHICAL INFORMATION DACE: 1
BN TIME: 0%:40:13 CPT Cycle £ 3 07/01/201¢ To 0&/30/2017
DROGRIM: CPICM412
EMP £ SSN HAME STAT CLASE EIRTH ETHNIC HISP IND ELE WHI LAEN PDPAC
SEX WORE LOCRATION BEHIRE WEE DAY¥YS YRS EXD EMP BRSIS
TEERM 0T TERM EEARSIN
8785& 993-08-785¢& ERBNNER, ALSENA L 02 TELCHER ATDES 2/01/1361 0z W
F 0100 Location 000100 12/15/2007 18¢ ] 100
1z/18/2007 S BESIGHRIION
88054 993-08-8057 CL3NES, DU3ITY L 02 TELCHER ATDES 5/01/1574 0z W
F 0100 Location 000100 18& 1] 100
85471 953-08-3471 GL4N, MA4CELING T 02 TELCHER ATDES 2/01/1980 0z W
F 0100 Location 000100 g/04/2014 18d z 100
S/237201% S RESIGHATION
87307 9353-08-7307 GETITILE, ST7CEY L 02 TELCHER ATDES 10/01/13955 04 H E
F 0100 Location 000100 186 1] 100
87477 955-08-7478 GRTBER, DATIEN L 02 TELCHER ATDES &/01/1965 02 W
F 0100 Location 000100 12g 4 1.00
877594 955-08-7754 HLE, LEGAED L 02 TELCHER ATDES 29/01/1968 04 E
F 0100 Locaticn 000100 S/04/2003 186 13 1.00
S/31/2002 5 RESIGHMRATION
83002 5553-08-3003 HITALGO, VETETTR L 02 TELCHER ATDES 2/01/157¢ 0z W
F 0100 Locaticn 000100 186 Z 1.00
88008 553-08-8008 HUTSON, RUTIN L 02 TELCHER ATDES 3/01/1570 0z W
F 0100 Locaticn 000100 8/03/2010 18& [ 1.00
87328 555-08-7328 MCTRIHUR, JOTANNE T 02 TERCHER AIDES 3/01/1578 0z W
F 0100 Locaticnm 000100 S/28/201% 18¢ 9 0.79

5/23/2017 % RESIGHMATION

28455 955-08-8455 ME4NS, BO4EIE A 02 TELCHER AIDES S/01/1387 04 B
M 0100 Locaticom 000100 4] 0 1.00
85472 955-08-3472 TH3RP, ED3IS L 02 TELCHER AIDES 1/01/1384 0z W
F 0100 Location 000100 S/2B/2015 18& Z 100
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PCGenesis Certified/Classified Personnel Information (CP1) System Operations Guide

1D. Non-Certified Employee Biographical Information Report — Long Term
Substitutes Only - Example

EUN DATE:
BUN TIME:
PROGRAM :

EMP &

8871z

83611

88082

09/2Z0,/2017
09:36:12
CPICM41Z

5EN HAME

595-08-8712 AM3IDOR, MLIIN

LONG TERM SUESTITUTE

595-08-9611 MEACHALNT, MILANIRD

LONG TERM SUBSTITUTE

$95-08-8082 RE3ITERIL, ZA3E

LONG TERM SUBSTITUTE

9595-08-7277 TOZLIVER, BO2G

IONG TERM STESTITUTE

NON-CERTIFIED EMPLOYEE BIOGRAPHTICARL INFORMATION
07/01/201€ To 0O&/30/2017

CPI Cycle & 3

STAT CLASS EIRTH
SEX WORK LOCATION REHIEE
TEEM 0T
L 03 SUBSTITUTE TEARCHERS 1270171582
F €793 Location 006793
L 03 SUBSTITUTE TEALCHERS 8/01/15¢&3
F €732 Location 00&€753
T 03 SUBSTITUTE TEALCHERS 3/01/15e4
M &793 Location 00E733
5/23/2017
T 03 SUBSTITUTE TERCHERS 4/01/1571
F €733 Location 006753
5/2372017

ETHNIC

oz

4] 4]
02

4] 4]
oz

3] 3]
5 BESIGHATION

0z
4] 4]
5 BESIGHATION

BRGE: 1

HISP IND ELKE WHT ASN PAC
WRE DAYS YRS EXP EMP BRSIS
TERM RELSON

W
1.00

W
1.00

W
1.00

W
1.00
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

Topic 2: Printing Employees’ Certificate Information
and Creating an Export CSV File

— S
(] PCGDist=8991 Rel=17.04.00 02/02/2018 PCW 003 SV CADEVSYS CASECOND WWE‘E@M
Certified/Classified Personnel Information System CPIMENU

FKey Haster Menu

DisplayfUpdate Individual Employee Information
DisplayfUpdate Third Party Contractors
DisplayfUpdate Personnel Data

CPI Salary Schedule
CPI Reporting Menu

Create CPI Report & Transmission File
CPI Assig t File Maint

Certificate File Maintenance Menu
CPI Description Code Menu

w
'
'

Bk EE ER bR BRE

CPI Special Functions Menu

File Reorganization

vt | T N I A I SR L2
w5 | oriS | EAN | MEND

1 Select -7 | (F7 - CPI Reporting Menu).

The following screen displays:

E] PCGDIst=8991 Rel=15.04.00 01/29/2016 PCW 002 SV CADEVSYS CASECOND WHH EEA X
Certified/Classified Personnel Information System CPICPBB7

Reporting Henu

Print Certified Employee Biographical/Certificate Info
Print Non-Certified Employee Biographical Information

Print Employee Certificate Information & Create Export CSVY File

Print CertifiedfMon-Certified Worksheet
Print Certified{Classified Employee Error List

Print Multiple Record Proofing Report
Print Employees With Questionable CPI Include Status

Print Certified Employees With Advance/Inhibit Flags ALE
Print Summary Proofing Report

S

Print Employees CerlificatefYears Experience/Pay Step

O I N I Y I A Y I SR XX

@[ 1S | Vi POV MEND
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

Select 3| (F3 - Print Employee Expired Certificate Information).

The following screen displays:

E PCG Dist=6101 Rel=23.04.00 03/04/2024 PCG 00T 5V CASQLSYS CASECOND WHITE — O x
PRINT CERTIFICATE INFORMATION CPICH413
To select certificates with a specific expiration date, enter a walid year in the Expire
Year field and press EHTER. To print ALL certificates, regardless of the expiration date,
enter zeroes in the Expire Year field and press EWTER.

To print information for ALL schools/locations, leave zeros in the School/Location field
and press EMTER, or select a single School/Location and press EHTER.

School/Location: =
Expire Year: 2824
Certified

Paraprofessional
Both

[
Pay Class Type: B P
B

Select SSH print option: (% Print last 4 digits of 55Ns
" Print entire SSN
" Do not Print 55N

Create CPI Certificate List to Load in Excel? @ Mo Yes

Enter the export file path and name {e.g. C:AEXPORTALCPICrtCYHD.C3U )
or F18 to Browse for File

C-AEXPORTACPICHE2B24083 04 C5U
HOTE: DIRECTORY Hust Already Exist

ENTER = Continue, F18 = Browse for File, F16 = Exit

EN“V Fl’% Fz‘% Fsﬁ F» Fs Fs F7 FE u FSI F10 FnE' F12E| FISQ 24.01.80
rish Fi?E;) Fism Help

Step Action

3

For all schools and locations: Leave the School/Location field blank.

For an individual school or location: Enter the code, or select the drop-down selection
icon 2| within the School/Location field to choose the information.

For a specific expiration date: Enter the year (CCYY) in the Expire Year field.

To print ALL certificates regardless of the expiration date: Enter spaces in the Expire
Year field.

PCGenesis defaults to the current calendar year.

Enter the pay class type in the Pay Class Type field.
Valid codes include C (Classified), P (Paraprofessional), and B (Both).
PCGenesis defaults to B (Both).
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

Step Action

6 Select the ™ radio button to the left of the desired option for Select SSN print option. Select
whether to print the entire Social Security Number, to not print Social Security Number, or to
print only the last four digits of Social Security Number on the CPI report. This feature allows
sensitive payroll data to be protected.

7 Select the radio button ™ to left of the appropriate response in the Create CPI Certificate
List to Load in Excel? field. In order to produce a comma separated data file with the data
from the report, select ‘Yes’. Otherwise, select ‘NoO’.

8 If creating an export file: Verify the C:\EXPORT folder exists or create the folder where
appropriate.

9 If creating an export file: Enter C:\EXPORT\CPICrtccyymmdd.csv in the Enter File
Name and Path for Export File field, or select ﬂl (F10 - to Browse for file) to locate the
file manually.

10 Select E (Enter) twice.

“** Processing Request **” briefly displays.

If creating an export file: If the filename from Step 8 is invalid, the “UNABLE TO OPEN
CPI1 Crt CSV FILE - 35 = File Not Found” error message displays. In this instance, return
to Step 7 to enter the correct information.

If no records match the search criteria, the “***No Records for Selection®™** message

displays. In this instance, select ﬂ (F16 — Exit) to return to the Certified/Classified
Personnel Information System Reporting Menu.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

F
] PCGDist=8991 Rel=15.04.00 01/28/2016 PCWO0D2 SV CADEVSYS CASECOND WHITE - o o0 ]
Certified/Classified Personnel Information System CPICFBB7

Reporting Henu

- - Print Certified Employee Biographical{Certificate Info
-- Print Non-Certified Employee Biographical Information

-- Print Employee Certificate Information & Create Export C5V File

- - Print CertifiedfNon-Certified Worksheet
- - Print Certified{Classified Employee Error List

- - Print Multiple Record Proofing Report
- - Print Employ YWith Questionable CPI Include Status

-- Print Certified Employ With Ad {Inhibit Flags ARE
- - Print Summary Proofing Report

FKey
|
2]
31
5]
_6]
Al
_8]
3]
o
AN

- - Print Employees Cerlificatefrears Experience/Pay Step

| | | 15.62 .00

PAY | VEND
Step Action
11 To print the report via the Ugueue Print Manager: Select =] (Uqueue).

To print the report via Microsoft® Word: Select _§| (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.

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

Reporting Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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PCGenesis Certified/Classified Personnel Information (CP1) System Operations Guide

2A. Employee Certificate Information Report - Example

BN DATE: 01/23/201&

EUN TIME: 14:24:51

PROGREM: CPIQM413
EMP NO IEME

087633 APSLEGATE, SHBQURNRL
087633 ADPALEGATE, SHEQUANR
087633 APSLEGATE, SHEQURNR
087633 APELEGATE, SHEQUANL
08€511 BEZUCHRMP, CLZLEE
086511 BEZUCHAMP, CLZIEE
08€511 BEZUCHRMP, CLZIEE
087550 BE3ANCOURT, HE3TH

088733
088733
088733
088733
088735
087240
087240
087240
087240
088811
088€11
088811
088&ll
088ell
088811
088811
088€11
085061
088521
087825
087363
087110
087054
087054
085882
0gsaez

ogsaez C

083882
085882

BE3ANCOURT, HE3TH
BE3ANCOURT, HE3TH
EBE3MEN, NO3IUED
EE3MEN, NO3IUED
EE3MEN, HO3IUED
EE3MEN, NO3IUED

BEGRVIDES,
BEGRVIDES,
EEEAVIDES,
BEEAVIDES,
EEEAVIDES,
EEELVIDES,

ROEY
ROEY
ROeY
BOEY
BOeY
ROEY

BLSNE, LESUEL
BLSNE, LESUEL
ELSNE, LESUEL
ELSNE, LESUEL

BOERGEQIS,
BOERGEQIS,
BOERGEQIS,
BOERGEJQIS,
BOERCEQIS,
BOERGEQIS,
BOERGEQIS,
BOERGEQIS,

DEERONTLA
DEERONTLA
DEERONTLIA
PEERONILA
DEERONILL
DEERONILA
DEERONTLA
DEERONTLA

ET40RD, LE4NY
BUSCH, CHBRLESEITR
BUECHETT, ROESELEE
CASDONA, ELEONOR
CH3NCE, MAITENELL

CL3UD, SL3
CL3UD, SL3

COTEY, MOTIE

COTEY, MDTIE
OTE¥, MDTIE
MOTTE
MITTE

EMPLOYEE EXPIRED CERTIFICATE INFORMATION

595-08-6511
395-08-6511
595-08-6511
555-08

555-08
595-08-8278
595-08-8278
595-08-8278
595-08-8278
595-08-8739
595-08-8739
595-08-8739
595-08-8739
395-08-8739
5595-08-8739

395-08-8€11
5595-08-8€11
555-08-8€11
555-08-86l1
555-08-8€l1
595-08-8€11
395-08-8€11
5595-08-8€11
555-08-50€1
5595-08-8521

7094
5595-08-7054
9595-08-59882
5595-08-5882
5595-08-59882
999-08-9882
595-08-9882

CLs LOC

03
03
03

03
03
03
03
03
03
03
03
03
03

03
03
03
03
03
03
03
03
03
04
03
03
03
03
03
03
03
03
03
03

0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101
0101

FIELD COLE/NEME

T43
203
851
254
798
a80s
542
797
798
541
€94
748
753
852
755

TEE

281
704
738
837
a3a
738
805
aoa
S10
320
330
341
350
587
831
743
T30
T4
T30
281
743
783
203
851
881

MATHEMALTICS (7-12)

MIDODLE GRRDES (4-8)
CONCENTRATION-MATH
CONCENTRATION-S0CIAL SIUDIES
SPED GEMERAL CURE. P-12 CONSUL
5P ED ADAPTED CUBRT (P-12)CONS
SPED 55 COGH. (P-5,
SEED ED DERF ED (B-12)
SPED GENERARL CURR. P-12 CONSUL
SEED SOC.S5CI €06 LEVEL P-5,4-8
CLELRLNCE

SCIENCE (7-12)

ERRTH/SPACE SCIENCE (7-12)
COMCENTRATION-SCTIENCE

HISTORY (&-12)

POLITICAL SCIENCE (7-12)
ECONOMICS | 2}
GEOGRAPHY |
EEHAVIORAL SCTEMCE (7-12)
GIFTED IN-FIELD

EDUCATIONAL LERDERSHIP (P-12)
GERMAN (7-12Z}
SDANISH (P-12}
GERMEN (B-1Z)
SPED GEMERAL CURE. P-12 CONSUL
5P ED ADAPTED CURRT (P-12)CONS
ERRLY CHILDHOOD EDUCATION (P-5
SPED MATH COGNITIVE LEVEL P-5
SPED SCIENCE COG. LEVEL D-%
SPED LBNG. ARTS COG. DP-%5

SPED SOC_SCI COG LEVEL P-5,4-8
SPED READTING COG. LEVEL DP-5
HEALTH QCCUPATIONS CLUSTER
PARL EDUCATOR
MATHEMETICS |
ENGLISH (7-12}
BET (P~
ENGLISH (7-12}
GIFTED IN-FIELD
MATHEMETICS (7-12)
BUSINESS EDUCATION
MIDDLE GRADES (4-8)
CONCENTEATION-MATH
GIFTED IN-FIELD

T-12)

CET TYP RENEW PAR

NT
SET
SRT
ERT
SRT
SRT
SRT
SET
SRT
SRT

<

SRT
SRT
SET
SRT
SRT
ERT
SRT
SRT
SET
SEL
SRT
ERT
SRT
SRT
SRT
SET
SRT
ERT
SRT
SRT
SRT
SET
PER
NNT
ERT
SRT
SRT
SET
SRT
SRT
ERT
SRT
SRT

R e - i B e e e e - N e N -

DAGE:

VALID FROM
07/01/2014
07 /2772013
OT/2T/2013
0T/2T/2013
05/11/2011
0%/11/2011
05/11/2011
12/13/2014
12/713/2014
12/13/2014
07/01/2011
05/08/2015
05/08/2015
05/08/2015
07/01/2010
07T/0L/2010
0T/0L 2010
07T/0L 2010
07 /01,2010
07/01/2010
07/01/2012
07/01/2012
07T/01/2012
07/01/2012
07/01/2013
07/01/2013
07/01/2013
0770172013
07/01/2013
07/01/2013
07/01/2013
07/01/2013
07/01/2012
07/01/2014
07T/01/2013
07T/01/2014
07/01/2014
07 /01,2010
07/01/2010
07/01/2014
07/01/2014
07T/01/200%
07/01/2014
07/01/2014

TO
2017
2018
2018
2018
2018
201
201
2015
2015
2015
201
2020
2020
2020
2015
201%
201%
2015
2015
2015
2017
2017
2017
2017
2018
2018
2018
2018
2018
2018
2018
2018
2017
2015
2018
2015
2015
2015
2015
2015
2015
2015
2015
2013
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

Topic 3: Printing Employees’ Worksheets

— e
ja] PCG Dist=8991 Rel=17.04.00 02/02/2018 PCW 003 SV CADEVSYS CASECOND WHHE‘EI@M

FKey

(7]
'

bk Bl Bl b kbl

M:sterl “S"list |

Certified/Classified Personnel Information System CPIMENU

Haster Henu

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

- CPI Salary Schedule
CPl Reporting Menu

- Create CPI Report & Transmission File
- CPIl Assig File Mai e

- Certificate File Maintenance Menu
- CPI Description Code Menu

CPI Special Functions Menu

File Reorganization

[ I I I T I I T I e | 17.04.00

| 145 | Wiz BA | MEND

Step  Action

1 Select —7_| (F7 - CPI Reporting Menu).
The following screen displays:
E] PCGDist=8991 Rel=15.04.00 01/29/2016 PCW 002 SV CADEVSYS CASECOND WHIT E=fl X
Certified/Classified Personnel Information System CPICPASBY

M:;m' “S"list | |

SN

Reporting Henu

Print Certified Employee Biographical/Certificate Info
Print Non-Certified Employee Biographical Information

Print Employee Cerificate Information & Create Export CSY File

Print CertifiedfMon-Cenrtified Worksheet
Print Certified{Classified Employee Error List

Print Multiple Record Proofing Report
Print Employ With Q ionable CPI Include Status

Print Certified Employ With Ad {Inhibit Flags ARE
Print Summary Proofing Report

Print Employees Certificatefvears Experience/Pay Step

| I T I I e 15.63.00

@] 145 | Vg

PAY | VEMD

MONITOR: | HORITOR:
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

2 Select 5| (F5 - Print Certified/Non-Certified Worksheet).

The following screen displays:

E PCG Dist=6101 Rel=23.04.00 03/04/2024 PCGO01 SV CASQOLSYS CASECOND WHITE —
Certified/Hon-Certified Worksheet

To print a selected school/flocation, enter the School/fLocation in the

To print an individual employee, enter the employee’s number in the Individual
Employee Ho. field and press EHTER. Leave blank to print ALL employees.

To print a selected class code, enter the Class Code in the Print Class field
and press EMTER. Leave blank to print ALL classes.

School/Location: v|

Individual Employee Ho.:

Print Class:

Certified Only?:
Classified Only?:

Print Assignment Worksheet:
OR
Print Completed Assignment Detail:

Select SSH print option: ( Print last 4 digits of S5Ns
" Print entire SSN
" Do not Print 55N

ENTER = Continue, F16 = Exit

EN“V Flb% Fz‘% F35‘F4‘F5‘FS‘F7 Fi2 u F3 , F1OY FnE' F|2E| FISQ
Fish Fi?E;) Fiz m

Help

O x
CPICH@82

School/fLocation field and press EHTER. Leave blank to print ALL schools/locations.

24_01.88

Step  Action

3 For all schools/locations and employees: Leave the School/Location and the Individual
Employee No. (Individual Employee Number) fields blank.

For an individual school/location, or employee: Enter the code, or select the drop-down
selection icon XJ within the School/Location or the Individual Employee No. (Individual
Employee Number) fields to choose the information.

4 Enter the payroll class code, or select the drop-down selection icon =l within the Print
Class field to select a specific payroll class code for the report, or leave the field blank to
select all payroll class codes.

5 Enter Y (Yes) or N (No) in the Certified Only? and Classified Only? fields to define the
type of employee records to be selected for printing on the report.

6 Enter Y (Yes) in the Print Assignment Worksheet or the Print Completed Assignment
Detail field to define the type of worksheet to be printed.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

| Stp __ Action

7

Select the ©* radio button to the left of the desired option for Select SSN print option. Select
whether to print the entire Social Security Number, to not print Social Security Number, or
to print only the last four digits of Social Security Number on the CPI report. This feature
allows sensitive payroll data to be protected.

Select El (Enter) twice.

“** Processing Request **” briefly displays.

The following screen displays:

p
=] PCGDist=8991 Rel=1504.00 01/28/2016 PCW 002 SV CADEVSYS CASECOND WHHEnE@g

Certified/Classified Personnel Information System CPICPBB7

FKey Reporting Henu

-- Print Certified Employee BiographicalfCertificate Info
-- Print Non-Certified Employee Biographical Information

-- Print Employee Certificate Information & Create Export CSV File

- - Print CertifiedfMon-Certified Worksheet
- - Print Certified{Classified Employee Error List

- - Print Multiple Record Proofing Report
-- Print Employees With Questionable CPI Include Status

- - Print Certified Employees With Advance/Inhibit Flags ARE
-- Print Summary Proofing Report

BBl Bk B b bR

-- Print Employees CertificatefY'ears ExperiencefPay Step

O I N I Y I A Y I SR XX

@[ 1S | Vi POV MEND

Action

To print the report via the Uqueue Print Manager: Select =] (Uqueue).
To print the report via Microsoft® Word: Select _§| (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.

10

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

Reporting Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

3A. Certified/Non-Certified Assignment Worksheet - Example

BN DATE: 01,/23/201& DAGE: 1
BN TIME: 14:30:09 CERTIFIED/NON-CERTIFTED WORKSHEET
DROGREM:- CPICMODZ S0RT ORDER: LOCATION/CLLSS/ALEHRL
EMPLOYEE NO: 87633 SEN: 555-08-T&33 NEME: APELEGATE, SHEQURNR
DAY CLASE: 03 10 MO. TERCHERS HIRE DATE: g/01/2010
WORE LOC: 0101 Location 000101 BEHIRE DATE:
STATUS: E: TERMINAT ION -
EIRTH DRATE: 4/01/1385 DATE -
EEX: M RERSON -
ETHNIC CODE: 02 HISPRNIC: N BACE CODES: WHITE
CERTIFICATE LEVEL: 5 EFF DRTE: 05/10/2014 CERT ID: 1017280 QFEN CASE?: N
CERTIFICATEE ON FILE
FIELD CODE FIELD NAME CERT TYPE FPROF/REMEW VALID FROM TO
743 MATHEMATICS (7-12) NT 1) 07/01/2014 2017
803 MIDDLE GRADES (4-8) SRT T 07/27/2013 2018
851 CONCENTRATION-MATH SET T 07/27/2013 2018
854 CONCENTEATION-SOCIAL STUDIES SET T 07/27/2013 Z0l18
CERTIFIED EMPLOYMENT EASIS: (1.00-FULL TIME, 0O.5-HALF TIME, Z.00-DOUELE TIME (MRX]) )
CLASSTFIED EMPLOYMENT BRSTIS: (1_00-FULL TIME, 0_.5-HALF TIME, Z_00-DOUELE TIME (MAX) )
LDVANCE INHIBIT: (BLANK=WOT INHIEITED, E=IACK OF EXPERIENCE, LZ=0THER}

ANNUAL CONTRRCT DAYS:

ASSIGHMENT CERTIFIED LOCRTION JOB SUBJECT FIELD TYIPE IN
/N CODE CODE CODE FIELD FUND PERCENT
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3B. Certified/Non-Certified Completed Assignment Detail - Example

RUN DATE: 12/03/2018 PLGE: B
RUN TIME: 12:50:3% CERTIFIED/NON-CERTIFIED WORKSHEET
PROGRAM: CPICMOOZ SORT CRDER: LOCATION/CLASS/ALFPHA
EMPLOYEE NO: £3438 S5H: 55%5-0B8-8438 HAME: CO7TRELL, RETA
PAY CLRSS: 07 CERTIFIED 10 MONTH HIRE DATE: 8/06/2002
WORE LOC: ol03 Location 000103 REHIRE DATE: 8/05/2008
STATUS: z TERMINATION:
BIRTH DATE: 9/01/1979 DATE: 5/30/2007
SEX: F RELSON: 9 RESIGNATION
ETHNIC CODE: 02 HISPANIC: N RRCE CODES: WHITE
CERTIFICARTE LEVEL: & EFF DRTE: 12/14/2008 CERT ID: 443661 CPEN CASE?: N
CERTIFICATES CN FILE
FIELD CODE FIELD NAME CERT TYPE PROF/RENEW WVALID FROM TC
694 CLERRRNCE CERTIFICATE cC ¥ 07/01/2017 2022
788 GEN CUBRR CONSULTATIVE (P-1Z) SRT ¥ 07/01/2017 2022
808 EARLY CHILDHOOD EDUCATION (P-5 SRT ¥ 07/01/2017 2022
881 GIFTED IN-FIELD SRT ¥ 07/01/2017 2022
511 SPED MATH COGNITIVE 4-8 SRT ¥ 07/01/2017 2022
G20 SPED SCIENCE COGNITIVE P-5 SRT ¥ 07/01/2017 2022
831 SPED LARTS COGNITIVE 4-8 SRT ¥ 07/01/2017 2022
G941 SPED SOCIAL SCIENCE COG 4-3 SRT ¥ 07/01/2017 2022
851 SPED RERDING COGNITIVE 4-8 SRT ¥ 07/01/2017 2022
EMPLOYMENT BASIS: (C) 1.00 (N) .00 STATE YERRS EXPERIENCE 17 STATE PRY STEFP L4

ADVANCE INHIBIT:

AMNUAL CONTRARCT DAYS: 180
ASSIGNMENT CERT. LOCATION JOB SUBJECT FIELD TYPE
C/N CODE CCODE CCDE FUND CONSOL PCT
C 0103 104 GRADE 4 TERCHER 920 ELEMENTARY INSTRUCTI B03 SRT 0o N BO.0

c 0103 104 GRADE 4 TEACHER %22 ELEMENTARY INSTRUCTI B81 SRT 0o H 20.0

The final page of the report provides the “Correct except for changes as marked” disclaimer, and
signature line for the school’s principal.

CORRECT EXCEFT FOR CHRNGES AS MARKED

PRINCIPAL LDRTE
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Topic 4: Printing the Certified/Classified Employees’
Error Listing

— S
(] PCGDist=8991 Rel=17.04.00 02/02/2018 PCW 003 SV CADEVSYS CASECOND WWE‘E@M
Certified/Classified Personnel Information System CPIMENU

FKey Haster Menu

DisplayfUpdate Individual Employee Information
DisplayfUpdate Third Party Contractors
DisplayfUpdate Personnel Data

CPI Salary Schedule
CPI Reporting Menu

Create CPI Report & Transmission File
CPI Assig t File Maint

Certificate File Maintenance Menu
CPI Description Code Menu

w
'
'

Bk EE ER bR BRE

CPI Special Functions Menu

File Reorganization

vt | T N I A I SR L2
w5 | oriS | EAN | MEND

1 Select -7 | (F7 - CPI Reporting Menu).

The following screen displays:

E] PCGDIst=8991 Rel=15.04.00 01/29/2016 PCW 002 SV CADEVSYS CASECOND WHH EEA X
Certified/Classified Personnel Information System CPICPBB7

Reporting Henu

Print Certified Employee Biographical/Certificate Info
Print Non-Certified Employee Biographical Information

Print Employee Certificate Information & Create Export CSVY File

Print CertifiedfMon-Certified Worksheet
Print Certified{Classified Employee Error List

Print Multiple Record Proofing Report
Print Employees With Questionable CPI Include Status

Print Certified Employees With Advance/Inhibit Flags ALE
Print Summary Proofing Report

S

Print Employees CerlificatefYears Experience/Pay Step

O I N I Y I A Y I SR XX

@[ 1S | Vi POV MEND
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2 Select - 6| (F6 - Print Certified/Classified Employee Error List).

The following screen displays:

E PCG Dist=6101 Rel=23.04.00 03/04/2024 PCG 00T 5V CASQLSYS CASECOND WHITE — O x

CPICH288
Certified/Classified Employee Error List

Select Report Type:

Select $SH print option: & Print last 4 digits of SSNs
 Print entire 55N
" Do not Print S5N

ENTER = Continue, F16 = Exit

m:v 24_01.88
Fish
Step Action
3 Select the radio button * to the left of the desired Select Report Type option to identify

the types of messages to be printed. Select Print All Messages to print both warnings and
errors. Select Print Errors Only to print only error messages.

4 Select the & radio button to the left of the desired option for Select SSN print option.
Select whether to print the entire Social Security Number, to not print Social Security
Number, or to print only the last four digits of Social Security Number on the CPI report.
This feature allows sensitive payroll data to be protected.

EMTER
5 Select _fl (ENTER) to continue.
“Fx* Processing, Please Wait ***” briefly displays.
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The following screen displays:

1 PCGDist=8991 Rel=15.04.00 01/29/2016 PCW 002 SV CADEVSYS CA\SECOND W’Hl'ﬂ‘éléu-

e b bl b b3

M:;ml “S"list | |

Certified/Classified Personnel Information System CPICFBB7

Reporting Henu

- - Print Certified Employee Biographical{Certificate Info
-- Print Non-Certified Employee Biographical Information

-- Print Employee Certificate Information & Create Export C5V File

- - Print CertifiedfNon-Certified Worksheet
- - Print Certified{Classified Employee Error List

- - Print Multiple Record Proofing Report
- - Print Employ YWith Questionable CPI Include Status

-- Print Certified Employ With Ad {Inhibit Flags ARE
- - Print Summary Proofing Report

- - Print Employees Cerlificatefrears Experience/Pay Step

| I T I T O I I e 15.63.00

| 145 | Wiz DA | MEND

Step  Action

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

Reporting Menu, or select Ml (Master) to return to the Business Applications Master

Menu.
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4A. Certified/Classified Employee Error List — Example

Report Date: 05/20/2017 05:43

Program ID: CPICMZ00 BLGE 1
833 SMITH CITY BOARD OF EDUCATION CERTIFIED/CLASSIFIED EMPLOYEE ERROR LIST
EMPLOYEE EMPLOYEE MAME RSSIGMMENT EEROR ERRCR MESSAGE
=3=10 LOCATTON FIELD
33308717€ HOS30N, KASHELEEN 8010 1.00 EC€24 CLASSIFIED EMPLOYMENT BASIS = 0, WO "N' RSSIGHMENT
2010 oo ECEEZ ANNUARL WOREK DAYS LESS THRN 1 QR GEERTER THAN 2&0
8010 EC0Z24 NO ASSIGHMMENT FOUND FOR NON-TEEMINATED EMPLOYEE
3330871%€ EBISELOW, MASY 0201 o] EC013 CERTIFICATE LEVEL MOT VALID
0201 1.00 ECEZ0 CERTIFIED EMPLOYMENT BASIS > 0 WITHOUT "C' ASSIGNMENT
0z01 oo EC0Z1 CONTRARCT DAYS NOQT VALID
0201 EC0Z4 NO ASSIGHMMENT FOUND FOR NON-TERMINATED EMPLOYEE

933087207 ¥I7, ODTLL 0108 1.00 ECE24 CLASSIFIED EMPLOYMENT BASTS > 0, WO "N' RSSIGHMENT

0log ooo ECe&2 INNUAL WORE DAYS LESS THAN 1 OR GREATER THAN 2&0

0108 EC0Z4 NO ASSIGNMENT FOUND FOR NON-TERMINATED EMELOYEE
953087242 MABORS, SHENTER 0201 4] EC013 CERTIFICATE LEVEL MOT VALID

0201 1.00 EC&20 CERTIFIED EMPLOYMENI BASIS > 0 WITHOUT "C' RESIGNMENT

0201 ooo EC0Z21 CONTRRCT DAYS NOT VALID

0201 EC0Z4 NO ASSIGNMENT FOUND FOR NON-TERMINATED EMELOYEE
933087282 [ESHMEY, RESD 0135 2017 WCO0O0S EXPIRED CERTIFICATE CERT ID = 000000000
335087301 SO4MERS, WI4EY 0100 2017 WCO0S5 ENPIRED CERTIFICATE CERT ID = 000450413

0100 2017 WCO005 EXPIRED CERTIFICATE CERT ID = 000450413

0100 2017 WCO0O0S EXPIRED CERTIFICATE CERT ID = 000450413

0100 2017 WCO00S EXPIRED CERTIFICATE CERT ID = 000450413

0100 2017 WCO00S EXPIRED CERTIFICRTE CERT ID = 000450413

0100 2017 WC005 EXPIRED CERTIFICATE CERT ID = 000450413

0100 2017 WCO005 EXPIRED CERTIFICATE CERT ID = 000450413

0100 2017 WCO0O0S EXPIRED CERTIFICATE CERT ID = 000450413

0100 2017 WCO00S EXPIRED CERTIFICATE CERT ID = 000450413

0100 2017 WCO00S EXPIRED CERTIFICRTE CERT ID = 000450413

0100 2017 WCO005 EXPIRED CERTIFICATE CERT ID = 000450413

0100 2017 WCO0O0S EXPIRED CERTIFICATE CERT ID = 000450413

0100 2017 WCO00S EXPIRED CERTIFICATE CERT ID = 000450413
995087325 MUECY, ALEXIS 0135 WC012 PROFESSIONAL CERT AVATLAELE BUT NOT USED IN ASGH
533087435 OCTMPO, NOTBERT 0100 4] EC013 CERTIFICATE LEVEL MOT VALID

0100 1.00 EC&20 CERTIFIED EMPLOYMENI BASIS > 0 WITHOUT "C' RESIGNMENT

0100 ooo EC0Z21 CONTRRCT DAYS NOT VALID

0100 EC0Z24 N0 ASSIGHMENT FOUND FOR NON-TERMINATED EMPLOYEE
955087462 MCZDAME, BEZHANIE 015% WC01l2 PROFESSIONAL CERT AVAILAELE EUT NOT USED IN ASGH
995087523 HASDER, BLSINE 0135 57438 _88 WCO005 ENNURL CONTRACT SRLAERY LESS THAN STATE MINIMOM
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4B. Certified/Classified Employee Error List — Long Term Substitute
Example

Report Date: 05/20/2017 035:52
Program ID: CPICHMZOO DLCGE s
8533 SMITH CITY BOARD OF EDUCRETION CERTIFIED/CLASSIFIED EMPLOYEE ERROR LIST

EMPLOYEE EMPLOYEE MRME LESSIGNMENT EEROR ERROR MESSLGE
SEN LOCATION  FIELD
595088620 SPTUTLL, ESTEBRN 013% WC012 PROFESSICONAL CERT AWATLABLE EUT NOT USED IN LSGH
55508862¢€ AISSWORIH, XASIER 0201 0 EC013 CERTIFICATE LEVEL NOT VALID

0201 1.00 ECE20 CERTIFIED EMPLOYMENT EBASIS > 0 WITHOUT 'C' ASSIGHNMENT

0201 0oo EC0Z1 CONTRRCT DAYS NOT VALID

0z01 EC0Z4 NO LSSICHMENT FOUND FOR NON-TERMINATED EMPLOYEE
$9308866€ HIGES, EMELINE 0201 2017 WCO05 EXPIRED CERTIFICATE CEET ID = 000227036

0201 2017 WCO005 EXPIRED CERTIFICATE CERT ID = 000227036

0201 2017 WCO005 EXPIRED CERTIFICATE CERT ID = 000227036
595088685 [DOESMEY, CUST 0201 o EC013 CERTIFICATE LEVEL WOT VALID

0201 1.00 EC&20 CERTIFIED EMPLOYMENT BASIS > 0 WITHOUT 'C' ASSIGHNMENT

0201 000 EC0Z1 CONTRRLT DARYS NOT VALID

0201 EC0Z4 NO ASSIGNMENT FOUND FOR NON-TERMINATED EMPLOYEE

-4 SS308ET12  IMIDOR, MAIIN €793 N WC013 SUESIITUTE IN CPI NOT FLLEGED LS LONG TERM SUE

993088801 VASODES, HASSIE 0100 2017 WCO05 EXPIRED CERTIFICATE CEET ID = 00021724

0100 2017 WCO05 EXPIRED CERTIFICATE CEET ID = 00021724

0100 2017 WCO05 EXPIRED CERTIFICATE CERT ID = 000217264
595088873 PI4T, DR4TO 0lo8 2017 WCO05 EXPIRED CERTIFICATE CERT ID = 0004303501
595088888 ASTER, GETEVIVE 013% 2017 WC005 EXPIRED CERTIFICATE CEET ID = 000000000
555088533 GESRY, LIsSDSY 013% WC01Z2 PROFESSIONAL CERT EWAILAELE EUT NOT USED IN ASGN
555088961 HIZE, 0ODZS 0lss 2017 WCO005 EXPIRED CERTIFICLTE CERT ID = 0004&1300

0lss 2017 WCO005 EXPIRED CERTIFICLTE CERT ID = 0004&1300

013s EXPIRED CERTIFICATE CERT ID 000461300

PCGenesis displays various warning and error messages pertaining to Long Term Substitute
employee information where appropriate.

- 5
[F PCGDist=2001 Rel=17.03.00 09/20/2017 PCW 001 SV CADEVSYS CASECOND WHITE - o o
DISPLAY/UPDATE INDIUIDUAL EMPLOVEE INFORHATION CPICIH188

CERTIFICATE FILE - BIOGRAPHICAL INFORMATION
Employee number: 88712 AH3IDOR, MA3IN SSHM: 999 @8 B712
Work location: 6793 Location BB6793
Sex: F Birth: 12/81/1982
Ethnic: 82

National cert: H (¥ or N)

Advance/Inhibit: (A, E or spaces) Overall infield stat:
Certificate level: 1 Cert. pay step:
Cert. years exp: Local years exp:

Total enployment basis: 1.88

Emp. basis-cert.: ©.080 Emp. basis-class: 1.88
Annual contract sal: § .88 Annual classified sal: § .ae
State minimum salary: $ .68
Annual contract days: Annual work days:

Ternination date: Rehire date:

Ternination reason:
Long term sub?: H (Y or H) SUBSTITUTE
s i =P P, P P I =Y 170300

Help | Bio | Cert | Asg |
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Topic 5: Print

Ing the Multiple Record Proofing Report

— e
ja] PCG Dist=8991 Rel=17.04.00 02/02/2018 PCW 003 SV CADEVSYS CASECOND WHHE‘EI@M

FKey

(7]
'

bk Bl Bl b kbl

M:sterl “S"list |

Certified/Classified Personnel Information System CPIMENU

Haster Henu

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

- CPI Salary Schedule
CPl Reporting Menu

- Create CPI Report & Transmission File
- CPIl Assig File Mai e

- Certificate File Maintenance Menu
- CPI Description Code Menu

CPI Special Functions Menu

File Reorganization

[ I I I T I I T I e | 17.04.00

| 145 | Wiz BA | MEND

Step  Action

1 Select —7_| (F7 - CPI Reporting Menu).
The following screen displays:
E] PCGDist=8991 Rel=15.04.00 01/29/2016 PCW 002 SV CADEVSYS CASECOND WHIT E=fl X
Certified/Classified Personnel Information System CPICPASBY

M:;m' “S"list | |

SN

Reporting Henu

Print Certified Employee Biographical/Certificate Info
Print Non-Certified Employee Biographical Information

Print Employee Cerificate Information & Create Export CSY File

Print CertifiedfMon-Cenrtified Worksheet
Print Certified{Classified Employee Error List

Print Multiple Record Proofing Report
Print Employ With Q ionable CPI Include Status

Print Certified Employ With Ad {Inhibit Flags ARE
Print Summary Proofing Report

Print Employees Certificatefvears Experience/Pay Step

| I T I I e 15.63.00

@] 145 | Vg

PAY | VEMD

MONITOR: | HORITOR:
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2 Select F7 (Print Multiple Record Proofing Report).
The Certified/Classified Personnel Information System — Reporting Menu redisplays.

3 To print the report via the Uqueue Print Manager: Select Il“;%l (Uqueue).
To print the report via Microsoft® Word: Select _~§| (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.

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

Reporting Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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5A. Multiple Proofing Report — Example

REPCRT DATE 03/04/2024 MULTIPLE EECORD PRCOFING REPORT FOR CPI INSTALLATICHN PAGE
SOCSEC EMENC NAME CPIFLAG STATUS CLASS LOC WORELOC REHIRE TERMDT TERMREZ
kdkk_dkk—g223 BeZ22 LUTHER, CYTDY N T 0z 8010 0030 08-01-02 5
86223 LUTHER, CY7DY N T 03 0050 0050 06-01-21 ]
kdk—dkd-g318 BE317 HASP, EVER N T 0z 0201 0030 06-07-81 1
86318 HASP, EVEA N T 0z 0201 0030 06-07-81 1
kdkk—dkd-g364 Be363 MAR4HADG, AU4USTUS N T 13 8010 8013 05-31-07 3
86364 MR4HADGO, AU4USTUS N T 13 8010 8013 05-31-07 3
kdk_dkk—g367 Be3ee POIZDER, KO2Y N T o7 8010 8010 09-01-85 5
8e3e7 PCIDER, ROZY N T 07 8010 8012 08-11-99 ]
kkk—dk-£369 B6368 POYSTILLO, LUSHNNA N T 0z 0401 0401 06-09-04 9
863€% PDOOTILLO, LUSNNA N T 08 0401 0401 06-09-04 9
kkk—kk-£379 8e378 ETSERIDZE, CHEUNCEY N T 08 0401 0401 06-07-95 1
8637% ETBERIDGE, CHBUNCEY N T 08 0401 0401 06-07-95 1
kddk_dkk—£383 B6382 HUSPHREYS, MISE N T 0z 0050 0183 08-01-85 5
86383 HUSPHREYS, MISE N T 0z 0050 0183 06-12-87 9
kdk—%*-g389 B6388 BESERLY, POBFIRIO N T 0z 0101 0401 09-01-85 5
86389 BEEBERLY, PCBEFIRIO N T 0z 0101 0101 05-25-01 9
kdkk—kd-ga04 Zed403 CHIVIS, STZCEE N T 0z 8010 18014 07-31-04 ]
86404 CHIVIS, STZCEE N T 0z 8010 8010 06-30-11 1
kdkk—dk-gd2) Be419 RU3H, TO3ETTE N T 0z 0401 0401 08-01-83 5
86420 RU3H, TO3ETTE N T 15 0401 0401 06-30-98 9
kkk—dd-g430) B6429 SIZGLETARY, YAZL N T 0z €001 €504 06-30-08 9
86430 SIZGLETARY, YARZL N T 0z €001 €504 06-07-03 9
kdkk—kd-ga35 Ge434 CRACALES, JAGAAL N T 0z 0401 0401 06-07-95 1
86435 CRERLES, JAGAAL N T 0z 0401 0401 06-07-95 1
kkk—dk-gdd4) Be438 NE3BY, YU3I N T 0z 0301 0301 06-09-83 1
86439 NE3BY, YU3I N T 0z 0301 0301 06-09-93 1
86440 NE3BY, YU3I N T 0z 0301 0301 06-08-93 1
kkk—dh—g448 B6447 GU4NN, RMAEE N T 0z 0401 0401 06-07-83 1
86448 GU4NN, RAMAEE N T 0z 0401 0401 06-07-85 1
kdkk—dkd-g45]1 8450 KIZBROUGH, ALZONEC N T 0z 0401 0401 12-20-91 1
86451 KIZBRCUGH, ALZCNEZO N T 0z 0401 0401 12-20-81 1
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Topic 6: Printing the Employees with Questionable
CPI Include Status Report

The table below lists the Employees with Questionable CPI Include Status Report’s error messages and
an explanation and resolution for each:

MESSAGE

EXPLANATION/RESOLUTION

Substitute Emp Flagged for CPI

The Pay Class of the employee is set up as a Substitute and the
employee’s Include on CPI? flag is set to Y (Yes). Modify the

appropriate field’s entry.

Substitute Flagged for CPI, Must
Validate Long Term Sub Status

The substitute employee’s Long Term Sub? Flag is set to N (No).
Modify the appropriate field’s entry.

Terminated Emp Flagged for
CPI

The employee has a termination date prior to the Cycle 1
Termination From Date on the CPI Control record, the initial
cutoff reporting date for CPI. The employee’s Include on CPI1? flag
is set to Y (Yes). Modify the appropriate field’s entry.

Emp Flagged for CPl More Than
Once

The employee has multiple payroll records containing the Include on
CPI? flag of Y (Yes). The record(s) that are not tied to CPI must
have their Include on CPI1? flag changed to N (No).

Emp CPI Eligible But Not
Flagged

The Pay Class of the employee has not been set up as a Substitute,
the employee has multiple payroll records with the Include on CP1?
flag of N (No) and the employee was not terminated prior to the
Cycle 1 Termination From Date on the CPI Control record. The
employee must therefore be included on CPI. If multiple payroll
records exist, the appropriate record must be selected and the
Include on CPI? flag changed to Y (Yes).
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T ————— —
h PCG Dist=8991 Rel=17.04.00 02/02/2018 PCW 003 SV CADEVSYS CASECOND WHH_EI@M
Certified/Classified Personnel Information System CPIMENU

FKey Haster Menu

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

-- CPl Salary Schedule
-- CPl Reporting Menu

Create CPI Report & Transmission File
-- CPIA t File Maint

|

Certificate File Maintenance Menu
CPI Description Code Menu

CPI Special Functions Menu

=)
'
'

b b bbb

File Reorganization

st | V| L I N I A L2
0| 5 | Vorisp | BE | MEND

1 Select -7 | (F7 - CPI Reporting Menu).

The following screen displays:
1 PCGDIst=8991 Rel=15.04.00 01/29/2016 PCW 002 SV COADEVSYS CASECOND WHIT_EI@E-

Certified/Classified Personnel Information System CPICPBB7

FKey Reporting Henu

Print Certified Employee Biographical/Certificate Info
Print Non-Certified Employee Biographical Information

Print Employee Certificate Information & Create Export CSY File

Print Certified/Non-Certified Worksheet
Print Certified{Classified Employee Error List

Print Multiple Record Proofing Report
Print Employees With Questionable CPI Include Status

Print Certified Employ With Ad fInhibit Flags ARE
Print Summary Proofing Report

Bl kb be bk

Print Employees Cerificatefvears Experience/Pay Step

o I Y I Y I Y Y I I I BN

@[ 15 | V5| FAN | MEND
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2 Select 8 | (F8 - Print Employees with Questionable CPI Include Status).
The Certified/Classified Personnel Information System — Reporting Menu redisplays.

3 To print the report via the Ugueue Print Manager: Select Il";él (Uqueue).
To print the report via Microsoft® Word: Select _§| (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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6A. Employees with Questionable CPI Include Status Report — Example

The questionable CPI status report lists employee records containing a questionable Include On CP1?
status. The Print Employees With Questionable CPI Include Status report will not list employees who
have been terminated prior to the Cycle 1 Termination From Date on the CPI Control record.
Therefore, only employees who are actually reported during the CPI transmission cycles will be
reviewed for the report.

REPORT DATE 03/04/2024 EMPLOYEES WITH QUESTIONABLE CFI INCLUDE STATUS PAGE
SOCSEC EMPNO NAME CPIFLAG STATUS (CLASS WORELOC TERMDT TERMEEL REHIRE
phrkdg2de—— DeZde STOEETER, RESNALDO X 2 03 0050 05-31-2022 9 09-01-2022

I** SUBSTITUTE FLAGGED FOR CPI, MUST VALIDATE LONG TERM SUB STATUS ’“I

kkkk*¥g252—— BE252 ALZNSO, WIZL i) T 05 0401 05-06-2022 G

#% EMP CPI ELIGIBLE BUT MNOT FLAGGED *W*

SEREHEDEZ-— BE282 AU4USTINE, DR4TION A 03 0050 05-31-2022 o 08-01-2022
*+ SUBSTITUTE FLAGGED FOR CPI, MUST VALIDATE LONG TERM SUB STATUS *+
skks*E506-— BES06 STSNER, FLSRIA N : 22 3010 0
*+ EMP CPI ELIGIBLE BUT MOT FLAGGED **
sEEEHEEIZ-— BEELD  MAETSON, STEENL N A 22 8010 0
% FMP CPI ELIGIBLE BUT NOT FLAGGED **
skEs%E341-- BE341 GRTVER, CLTIR N : 22 3010 0
*+ EMP CPI ELIGIBLE BUT MOT FLAGGED **
skkekE875-— BE875 RHOADES, CHORITA N T 22 8010  02-28-2023 3
*+* EMP CPI ELIGIBLE BUT NOT FLAGGED **
skE&¥E034-- BE033 SA2TER, ISZTRO N T 02 0301 05-31-2007 o
86034 SA2TER, IS2DRO N A 02 0401  05-31-2022 1 10-01-2022
*# EMP CPI ELIGIBLE BUT NOT FLAGGED **
kkkkkT2833—— B7283 EGSLESTON, CAY0YLN N I 21 0401 v
*+* EMP CPI ELIGIBLE BUT MNOT FLAGGED **
#4%%%7770-- 87770 ORZURKE, DE2A : 11 g012 0 02-13-2018
*% SUBSTITUTE FLAGGED FOR CPI, MUST VALIDATE LONG TERM SUB STATUS *+
sEEEETE02-- B7802 LIBES, JUBES 2 03 0050 11-30-2022 o 12-01-2022
*+ SUBSTITUTE FLAGGED FOR CPI, MUST VALIDATE LONG TERM SUB STATUS *+
*e%%%7824-— 87824 RIGLEY, LAGENYA N ) 15 8014 0
*# EMP CPI ELIGIBLE BUT NOT FLAGGED **
SEEEH206-- G206 WHITTINGTON, CR3Z A 11 8012 10-19-2020 5 05-01-2023
** SUBSTITUTE FLAGGED FOR CPI, MUST VALIDATE LONG TERM SUB STATUS **
$k%%¥3223-- B8222 HUTTLEY, JOTNATHON N T 04 09-01-1995 5
88223 HUJTLEY, JOTNATHON A 11 09-30-2021 1 11-01-2021
4 SUBSTITUTE FLAGGED FOR CPI, MUST VALIDATE LONG TERM SUB STATUS **
skk%k0140-- B8140 GESBER, ALSG N T 22 8010 12-31-2022 o
*+* EMP CPI ELIGIBLE BUT MNOT FLAGGED **
skkek00EE-— BO0EE MRECUS, ELEANDA N A 15 0109 0

** EMP CPI ELIGIBLE BUT NOT FLAGGED **
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Topic 7: Printing the Certified Employees with
Advance/ Inhibit Flags of A & E Report

— S
(] PCGDist=8991 Rel=17.04.00 02/02/2018 PCW 003 SV CADEVSYS CASECOND WWE‘E@M
Certified/Classified Personnel Information System CPIMENU

FKey Haster Menu

DisplayfUpdate Individual Employee Information
DisplayfUpdate Third Party Contractors
DisplayfUpdate Personnel Data

CPI Salary Schedule
CPI Reporting Menu

Create CPI Report & Transmission File
CPI Assig t File Maint

Certificate File Maintenance Menu
CPI Description Code Menu

w
'
'

Bk EE ER bR BRE

CPI Special Functions Menu

File Reorganization

e P | T T Y Y O Y O [ 2
w5 | oriS | EAN | MEND

1 Select -7 | (F7 - CPI Reporting Menu).

The following screen displays:

E] PCGDIst=8991 Rel=15.04.00 01/29/2016 PCW 002 SV CADEVSYS CASECOND WHlT EEA X

Certified/Classified Personnel Information System CPICPBB7

Reporting Henu

Print Certified Employee Biographical/Certificate Info
Print Non-Certified Employee Biographical Information

Print Employee Certificate Information & Create Export CSVY File

Print CertifiedfMon-Certified Worksheet
Print Certified{Classified Employee Error List

Print Multiple Record Proofing Report
Print Employees With Questionable CPI Include Status

Print Certified Employees With Advance/Inhibit Flags ALE
Print Summary Proofing Report

S

Print Employees CerlificatefYears Experience/Pay Step

O I N I Y I A Y I SR XX

@[ 1S | Vi POV MEND
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Select - 9| (F9 - Print Certified Employees with Advance/Inhibit Flags of A & E).

The following screen displays:

E PCG Dist=6101 Rel=23.04.00 03/04/2024 PCG 00T 5V CASQLSYS CASECOND WHITE — O x

ENIEV

CERTIFIED EMPLOYEE'S WITH ADVANCE INHIBIT FLAG CPICH415S

To print information for ALL schools/locations, leave zeros
in the School/Location field and press ENTER.

To print a selected schoolflocation, enter the School/Location
in the School/Location field and press ENTER.

School/Location: =

Select SSH print option: & Print last 4 digits of SSH
© Print entire SSH
° Do not print $SH

ENTER = Continue, F16 = Exit

Fish

s % Fz‘% FE 5 ‘ F»-] ‘ FS-] ‘ FS-] ‘ F7-] F2 u F3 , F10 I Fil El Fiz El FISQ 24.01.80
=
Fi[EW mm_ff Help

Step | Action

3

For all schools and locations: Leave the School/Location field blank.

For an individual school or location: Enter the code, or select the drop-down selection
icon 2| within the School/Location field to choose the information.

Select the * radio button to the left of the desired option for Select SSN print option. Select
whether to print the entire Social Security Number, to not print Social Security Number, or
to print only the last four digits of Social Security Number on the CPI report. This feature
allows sensitive payroll data to be protected.

Select E (Enter) twice.

“** Processing Request **” briefly displays.
PCGenesis displays the “No Records for Selection” message where appropriate. In this

instance, select ﬁl (F16 - Exit) to return to the Certified/Classified Personnel
Information System — Reporting Menu.
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The following screen displays:

F
] PCGDist=8991 Rel=15.04.00 01/28/2016 PCWO0D2 SV CADEVSYS CASECOND WHITE &E@g
Certified/Classified Personnel Information System CPICFBB7

Reporting Henu

- - Print Certified Employee Biographical{Certificate Info
-- Print Non-Certified Employee Biographical Information

-- Print Employee Certificate Information & Create Export C5V File

- - Print CertifiedfNon-Certified Worksheet
- - Print Certified{Classified Employee Error List

- - Print Multiple Record Proofing Report
- - Print Employ YWith Questionable CPI Include Status

-- Print Certified Employ With Ad {Inhibit Flags ARE
- - Print Summary Proofing Report

e b bl b b3

- - Print Employees Cerlificatefrears Experience/Pay Step

| | | 15.62 .00

Step | Action
6 To print the report via the Ugueue Print Manager: Select (Uqueue).
To print the report via Microsoft® Word: Select _§| (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.

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

Reporting Menu, or select Ml (Master) to return to the Business Applications Master
Menu.

7A. Certified Employees with the Advance/Inhibit Flag Set Report —
Example

BEUN DRTE: 01/23/201& CERTIFIED EMELOYEE'S WITH RIWANCE INHIBIT FLAG SET DAGE: 1

BUN TIME: 14:48€:4% CPI Cycle £ 1 03/06/2015 To 10/0&/2015

PROGRAM: CPICM415

EMP £ BZS3W IHE STLT CLASE HIRE DT EIRTE EMD EASIS LI
SEX WORE LOCATION REHIRE ETHNIC HISP IND BLE WHI ASN PAC

TERM 0T  TERM RERSON

87204 993-08-7Z04 BRSGETT, DASN L 03 10 MD. TELCHERS 8/01/1933 9/01,/1370 1.00 E
F 5050 Location O0S0S0 0z W

2€553 555-08-8953 GIECHRIST, EIELIE L 03 10 MO, TELCHERS 2/01/153¢ 270171588 1.00 L
F 5050 Location 005050 02 W

#%% NMOTE: Employee is Active for This Cycle
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Topic 8: Printing the Summary Proofing Report for
Location, Ethnic and Termination Codes

— S
(] PCGDist=8991 Rel=17.04.00 02/02/2018 PCW 003 SV CADEVSYS CASECOND WWE‘E@M
Certified/Classified Personnel Information System CPIMENU

FKey Haster Menu

DisplayfUpdate Individual Employee Information
DisplayfUpdate Third Party Contractors
DisplayfUpdate Personnel Data

CPI Salary Schedule
CPI Reporting Menu

Create CPI Report & Transmission File
CPI Assig t File Maint

Certificate File Maintenance Menu
CPI Description Code Menu

w
'
'

Bk EE ER bR BRE

CPI Special Functions Menu

File Reorganization

e P | T T Y Y O Y O [ 2
w5 | oriS | EAN | MEND

1 Select -7 | (F7 - CPI Reporting Menu).

The following screen displays:

E] PCGDIst=8991 Rel=15.04.00 01/29/2016 PCW 002 SV CADEVSYS CASECOND WHH EEA X
Certified/Classified Personnel Information System CPICPBB7

Reporting Henu

Print Certified Employee Biographical/Certificate Info
Print Non-Certified Employee Biographical Information

Print Employee Certificate Information & Create Export CSVY File

Print CertifiedfMon-Certified Worksheet
Print Certified{Classified Employee Error List

Print Multiple Record Proofing Report
Print Employees With Questionable CPI Include Status

Print Certified Employees With Advance/Inhibit Flags ALE
Print Summary Proofing Report

S

Print Employees CerlificatefYears Experience/Pay Step

O I N I Y I A Y I SR XX

@[ 1S | Vi POV MEND
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Select 10| (F10 - Print Summary Proofing Report).

The following screen displays:

Step

E PCG Dist=8991 Rel=19.02.00 06/28/2019 PCG 001 SV CADEVSYS CASECOND WHITE - | X
Summary Proofing Report CPICH416

To print a selected school/location, enter the School/Location in the
School/Location field and press ENTER. Leave blank to print ALL schools/locations.

To print an individual employee, enter the employee’s number in the Individual
Employee No. field and press ENTER. Leave blank to print ALL employees.

To print a selected class code, enter the Class Code in the Print Class field
and press ENTER. Leave blank to print ALL classes.

School/Location: hd
Individual Employee No.:

Print Class:

IZIz |

Certified Only?:

Classified Only?:
A = Active

Select employees: B T = Inactive/Terminated
B = Both

ENTER = Continue, F16 = Exit
A PLS PSS df Pt | i) e = | P PP o PO P ey 19.62.66

[ ]
I¥
®

n:« rii= | 1 i) Help

Action

For all schools/location, and employees: Leave the School/Location and the Individual
Employee No. (Individual Employee Number) fields blank.

For an individual school/location, or employee: Enter the code, or select the drop-down

selection icon 2| within the School/Location field, or the Individual Employee No.
(Individual Employee Number) to choose the information. Proceed to Step 7.

For all payroll class codes: Leave the Print Class field blank.

For an individual payroll class code: Enter the code or select the drop-down selection
icon 2] within the Print Class field to select the payroll class code for printing.

Enter Y (Yes) or N (No) in the Certified Only? and Classified Only fields to define the
type of employee records to be selected for printing.

Enter the status code in the Select Employees: Active (A) or Inactive/Terminated (T) or
Both (B) field to define the employee’s employment status.

Valid codes include A (Active), T (Inactive/Terminated) or B (Both). PCGenesis defaults to
B (Both).
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Stp. Action ...
/ Select ﬂl (Enter) twice.

“** Processing Request **” briefly displays.
PCGenesis displays the “No Records for Selection” message where appropriate. In this

instance, select e (F16 - Exit) to return to the Certified/Classified Personnel
Information System — Reporting Menu.

The following screen displays:

=] PCGDIst=8991 Rel=1504.00 01/29/2016 PCW 002 SV CADEVSYS CASECOND wml@l@lg[

Certified/Classified Personnel Information System CPICPBB7

Fley Reporting Henu
- - Print Certified Employee BiographicalfCertificate Info
-- Print Non-Certified Employee Biographical Information

-- Print Employee Certificate Information & Create Export CSV File

-- Print CertifiedfNon-Cenrtified Worksheet
- - Print Certified{Classified Employee Error List

- - Print Multiple Record Proofing Report
-- Print Employees With Questionable CPI Include Status

-- Print Certified Employees YWith Advance/Inhibit Flags AE
- - Print Summary Proofing Report

E Bl Bk R BbE

-- Print Employees CertificatefY'ears ExperiencefPay Step

O I N I Y I A Y I SR XX

@[ 1S | Vi POV MEND

Step | Action

8 To print the report via the Ugueue Print Manager: Select =] (Uqueue).
To print the report via Microsoft® Word: Select _§| (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.

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

Reporting Menu, or select Ml (Master) to return to the Business Applications Master
Menu.
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8A. Summary Report for Proofing Location, Ethnic and Termination Codes
- Example

REPORT DATE 01/25%/201¢ SUMMARY REDPORT FOR PROOFING LOCATION, ETENIC AND TERM CODES DACE 25¢
REPORT TIME 14:47:55 S0RT QRDER: ALPHABETICAL WITHIN WORK LOCATION
DROG HNIME CPICM41&
EMPNO NEME STAT CLAaSS CS1 WORE ETHNIC HOURS T/R TERMDT HIERE HISP IND ELK WHI ASN PFAC
REHIEE B"DATE
88406 SH3H, CY3US T 15 435 3206 0z o.000 2 8/01/2002 8/01/1358 W
11/01/1567
85750 FSHIRRILL, SH3RELL I 1= 000 5208 0z 0.000 1 2/01/2000 2/01/1385
3/01/1525
8943 ESLSDE, ORSLEE I 13 5208 0z 0.000 5 11/01/155% 10/01/1332
88282 ENTWLEN, ELTEEM I 1= 000 5208 0z o.000 5 g/01/2004 12/01/1553
85452 SPENN, NUSEERS I 13 520€ o1 0.000 5 11/01/135% 2/01/1350
86470 TH3EODERUX, ER30L T 15 933 35206 02 0.000 5 8/01/2005 3/01/2001 W
1/01/2005 10/01/135%5
88518 TI3SIEY, DE3VER I 13 410 3208 01 0.000 5 11/01/13555 1/01/2001
871€5 TOBH, RALBENA I 13 410 S520& 01 0.000 5 11/01/13855 270151550
88636 TVASN, SHSRILYN I 15 000 5206 02 0.000 9 8/01/2004 5/01/2001
88034 VATNEY, CITA I 15 000 5206 02 0.000 9 8/01/2004 8/01/1535
8€584 VASDES, HOSLIS I 15 316 920 02 0.000 O 10/01/1535
88696 WASDRON, CRSMEN I 13 5208 01 0.000 5 1170171585 10/01/158%
89472 WHSATLEY, JASQUES T 15 000 SZ0& 04 0.000 9 8/01/2Z002 10/01/2000 W
89613 ZIT4MER, DH4NG I 15 000 SZ0& 04 0.000 O 10/01/1535

03713 EMPLOYEES
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Topic 9: Printing the Employees’ Certificate/Years
of Experience/Pay Step Report

— S
(] PCGDist=8991 Rel=17.04.00 02/02/2018 PCW 003 SV CADEVSYS CASECOND WWE‘E@M
Certified/Classified Personnel Information System CPIMENU

FKey Haster Menu

DisplayfUpdate Individual Employee Information
DisplayfUpdate Third Party Contractors
DisplayfUpdate Personnel Data

CPI Salary Schedule
CPI Reporting Menu

Create CPI Report & Transmission File
CPI Assig t File Maint

Certificate File Maintenance Menu
CPI Description Code Menu

w
'
'

Bk EE ER bR BRE

CPI Special Functions Menu

File Reorganization

vt | T N I A I SR L2
w5 | oriS | EAN | MEND

1 Select -7 | (F7 - CPI Reporting Menu).

The following screen displays:

E] PCGDIst=8991 Rel=15.04.00 01/29/2016 PCW 002 SV CADEVSYS CASECOND WHH EEA X
Certified/Classified Personnel Information System CPICPBB7

Reporting Henu

Print Certified Employee Biographical/Certificate Info
Print Non-Certified Employee Biographical Information

Print Employee Certificate Information & Create Export CSVY File

Print CertifiedfMon-Certified Worksheet
Print Certified{Classified Employee Error List

Print Multiple Record Proofing Report
Print Employees With Questionable CPI Include Status

Print Certified Employees With Advance/Inhibit Flags ALE
Print Summary Proofing Report

S

Print Employees CerlificatefYears Experience/Pay Step

O I N I Y I A Y I SR XX

@[ 1S | Vi POV MEND
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2 Select 11| (F11 - Print Certified Employees High Cert./Years Exp./Pay Step).

The following screen displays:

E PCG Dist=6101 Rel=23.04.00 03/04/2024 PCGO001 SV CASQLSYS CASECOND WHITE - O x
Employees Certificate/Years Experience/Pay Step CPICHA417

To print information for ALL schools/locations, leave zeros
in the School/Location field and press ENTER.

To print a selected schoolflocation, enter the School/Location
in the School/Location field and press ENTER.

School/Location: =

1]

Select Employees: A I
B

Active
Inactive
Both

Certified
Paraprofessional
Both

[H
Pay Class Type: BE P
B

Select $SH print option: ¢ Print last 4 digits of SSH
¢ Print entire SSH
Do not print SSH

ENTER = Continue, F16 = Exit

EN“V Flb% Fz‘% Fsﬁ Flt Fs Fs F7 Fi2 u FSI F1OY FnE' F|2E| FISQ 24.01.80
Fish Fi?E;) mm

Step Action

3 For all schools/locations: Leave the School/Location field blank.
For an individual school/location: Enter the code, or select the drop-down selection icon
hd within the School/Location field to choose the information.

Help

4 Enter the status code in the Select Employees field to define the type of employee records
to be included.

Valid codes include A (Active), I (Inactive/Terminated) or B (Both). PCGenesis Defaults to
A (Active).

5 Enter the pay class type in the Pay Class Type field to define the type of pay class records
to be included.

Valid codes include C (Certified), P (Paraprofessional) or B (Both). ). PCGenesis
Defaults to B (Both).

6 Select the ™ radio button to the left of the desired option for Select SSN print option.
Select whether to print the entire Social Security Number, to not print Social Security
Number, or to print only the last four digits of Social Security Number on the CPI report.
This feature allows sensitive payroll data to be protected.
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/ Select E (Enter) twice.

“** Processing Request **” briefly displays.

The following screen displays:

] PCGDist=8991 Rel=15.04.00 01/29/2016 PCW 002 SV CADEVSYS CASECOND WHHE‘EI@M.
Certified/Classified Personnel Information System CPICFBB7

|
Reporting Henu i

- - Print Certified Employee Biographical/Certificate Info
- - Print Non-Certified Employee Biographical Information

-- Print Employee Certificate Information & Create Export C5V File

- - Print CertifiedfNon-Cenrtified Worksheet
- - Print Centified{Classified Employee Error List

- - Print Multiple Record Proofing Report
-- Print Employ With Questionable CP| Include Status

-- Print Certified Employ With Ad {Inhibit Flags ARE
- - Print Summary Proofing Report

e b bl b b2

- - Print Employees Cerlificatefrears Experience/Pay Step

o I Y I Y I I I I Y BN

| 145 | Wiz BA | MEND

Step  Action

8 To print the report via the Uqueue Print Manager: Select = (Uqueue).
To print the report via Microsoft® Word: Select _§| (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.

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

Reporting Menu, or select Ml (Master) to return to the Business Applications Master
Menu.

Georgia Department of Education
March 4, 2024 ¢ 2:17 PM e Page 43 of 44
All Rights Reserved.



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

9A. Employees Certificate/Years Experience/Pay Step Report -
Example

RUN DATE: 12/03/2018 PRGE: 1
RUN TIME: 1 4:34 Employees Certificate/Years Experience/Pay Step
PROGRAM: CPICM417 SORT ORDER: LOCATION, CLASS, RLPHR

WORE. HIRE/REHIRE CERT YERRS PRY CONT. CONT.
EMP § SSN HNAME STATUS CLARSS PAR LoC DATE LEVL EXP. STEP DRYS SREL.
089587 999-08-9587 AL4RECHT, CAR4MELO P o7 0103 08/03/15 5 17 L4 180 63624
087728 999-0B8-7728 ARSSTEAD, MISHEL Py o7 0103 08/02/13 5 15 L3 180 60954
088155 999-08-3155 RS9TON, YVANE b3 a7 0103 01/15/01 [ 18 14 180 71782
089654 999-06-9654 BLZM, NIZECLAS P o7 0103 0L1/0z2/17 g 23 po 130 71576
089117 959-06-9117 BOTRQUE, ONTE P o7 0103 08/14/9¢€ 4 23 L6 130 57960
089753 %99-08-9753 BOSSER, JOEBSPH P o7 0103 08/01/16 4 1 E 180 40871
087938 999-0B8-79E8 BRSTHERS, ALSYNA b3 a7 0103 08/18/98 [ 29 h 180 79903
08E6436 999-06-8438 COTIRELL, RETR by a7 0103 08/05/08 ] 17 14 1%0 71792
087704 959-08-7704 COSNEY, LOSD P o7 0103 0%/11/12 4 7 5 130 45097
089835 %99-08-9935 CRZNDALL, STZIFANIE P o7 0103 08/03/04 4 15 L3 180 53039
087800 999-0E8-7900 CRSWLEY, PRSSCILA Py o7 0103 08/18/98 g 21 po 180 TElle
0B750E 999-08-7508 DO4DY, CI4DERELLRE b3 a7 0103 08/02/05 5 26 h 180 71838
087077 999-08-7077 EL9SWORTH, LISLIARNA P o7 0103 07/31/17 4 3 1 130 40871
087094 959-08-7054 ETSERIDGE, CHEUNCEY P o7 0103 08/04/14 5 23 L6 130 694439
087755 %99-08-7755 FEENANDES, REEINIA P o7 0103 08/01/16 5 S 3 180 48412
0B89€97 999-0E8-9897 FESDER, FLETR Py o7 0103 08/01/16 7 22 po 180 83800
089744 999-06-9744 FUSATE, MISHEL by a7 0103 01/02/97 5 22 L& 1%0 66651
0868068 999-06-3068 GOEDEN, ERG65STEEN P o7 0103 07/31/17 g 18 L4 130 To9%z
087105 959-06-7105 JASRELL, PASTY P o7 0103 0%/20/17 4 3 1 S0 z1048
088059 999-0E-3060 MAERN, JE& Py o7 0103 08/15/00 g 24 po 180 78378
088537 999-0E-85E87 NASLOR, MASQUITTR b3 a7 0103 08/10/13 5 [ 4 180 50349
087967 999-08-7967 PUZLEN, BR2T by a7 0103 08/14/9¢ ] 25 L& 1%0 79903
089717 959-08-3717 RU43, JU4E P o7 0103 08/18/98 [ 21 L6 130 75316
0871868 9%99-0B8-71E88 SH3H, DE3E P o7 0103 08/04/14 5 22 Lé 180 67451
089306 999-08-930& SH3LER, LU3IEN Py o7 0103 o08/01/12 5 2€ po 180 71509
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