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CPI Overview
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Reporting of certified and classified personnel based 
on their role within your district

Certified and Classified Personnel Information 
(Board Rule 160-5-2-.50)
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CPI Overview
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Cycle One

October 1 to 22, 2019

Data used for T&E funding, HB280 
incentives, and reports Cycle Three – LEAVE 

July 09- 23, 2020

Cumulative leave for year

Data used for analysis and      
reports
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A, B, C  Records

A & D Records

Cycle Two

March 5-26, 2020

Data used for analysis and reports

CPI Overview
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‘A01’ Record – Basic Demographics

FISCAL YEAR
REPORT PERIOD
SYSTEM CODE
SOCIAL SECURITY NUMBER
RECORD TYPE
GENDER
BIRTH DATE
EMPLOYEE NUMBER
PERSONNEL ID NUMBER
EMPLOYEE TYPE
ETHNIC HISPANIC
RACE INDIAN
RACE ASIAN
RACE BLACK
RACE PACIFIC
RACE WHITE
LAST NAME
FIRST NAME
MIDDLE NAME

Unique Per 
Person

Demographics
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CPI Overview
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Unique
Per 

Person

‘B01’ Record – Contract and Certification Information

FISCAL YEAR
REPORT PERIOD
SYSTEM CODE
SOCIAL SECURITY NUMBER
RECORD TYPE
CERTIFIED EMPLOYMENT BASIS
CLASSIFIED EMPLOYMENT BASIS
PAYROLL YEARS OF EXPER-IENCE FOR CERTIFIED EMPLOYEE
CERTIFICATE LEVEL
STATE PAY STEP
ANNUAL CONTRACT SALARY FOR CERTIFIED EMPLOYEE
TOTAL ANNUAL SALARY FOR CLASSIFIED EMPLOYEE
CONTRACT DAYS FOR CERTIFIED EMPLOYEE
ANNUAL WORK DAYS FOR CLASSIFIED EMPLOYEE
TERMINATION CODE
TERMINATION DATE
LOCAL YEARS OF SERVICE
STATE HEALTH PLAN

Contract 
and 

Certification 
Data
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‘C01’ Record(s) – Job Assignments

FISCAL YEAR

REPORT PERIOD
SYSTEM CODE
SOCIAL SECURITY NUMBER
RECORD TYPE
ASSIGNMENT SCHOOL CODE
ASSIGNMENT PERCENTAGE OF TIME
ASSIGNMENT TYPE CODE
ASSIGNMENT CERTIFICATE TYPE
ASSIGNMENT JOB CODE
ASSIGNMENT SUBJECT MATTER CODE
ASSIGNMENT FIELD CODE
ASSIGNMENT FUND CODE
ASSIGNMENT CONSOLIDATED FUND FLAG

Unique
Per 
Person

What 
Employee 

Does
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Who is Reported in CPI ?

Note: In order to define the types of employees that need to reported we 
use the 

Data Element called EMPLOYEE TYPE

8/22/2019 10

WHO

Regular Employee – are employees that have a direct contract with the 
District and Retired teachers who come back to teach full time not 
restricted to the salary schedule minimums

Long Term Substitute – a person that is to temporarily serve in a 
permanent vacant position.  

Third Party Contractors- Not hired directly by the district 

CPI Overview
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OR

Report an A, B, C, and D record 

EMPLOYEE TYPE =blank/null
• Direct contract with school district
• Visiting International Faculty (VIF)

EMPLOYEE TYPE = “B”

•Direct contract with school district

Retired teachers who have come back to 
teach full time not restricted to the salary 
schedule minimums  

CPI Overview

Regular Employee
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• EMPLOYEE TYPE = “L”
• Hired directly by the district. 

• Has an hourly service agreement to occupy a vacant permanent position. 

• Must teach in the same vacant position, or replace the same permanent 
employee, for at least 4 weeks to be considered “long term”. (Title II-A 
definition) 

• Does not earn T&E dollars.  
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Report A Record 

CPI Overview

Long Term Substitute
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EMPLOYEE TYPE = “P”

• Not hired directly by the district.  

• Independent contractors (Tax Form 1099)

• Staff hired by and paid through another agency / private company

• Ex. Nurse hired through a hospital

• Does not earn T&E dollars.  

*** Required for In-Field Determination for (PSC) and IDEA Reporting  ***

13

Report an A and C record 

CPI Overview

Third Party Contractor
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What is a Certified Employee ?

Certified Personnel –individuals trained in education who 
hold the following certifications which are issued by the 
Georgia Professional Standards Commission.

• Teaching (T)
• Leadership (L) 
• Service (S)
• Technical Specialist (TS)
• Permit (P) certification

WHAT
CPI Overview
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What is a Classified Employee ?

8/22/2019 15

Employees performing duties that do not require 
certification 

Example: Bus Driver or School Food Service

CPI Overview
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o State funding for certified staff
o (Training and Experience – T&E)

o Math/Science Incentive Funding (HB280)

o Determine Teacher Shortage Areas
o Program Reviews
o State/Federal Reporting
o Title I Comparability Report

o PSC to determine In-Field Status for
Every Student Succeeds Act (ESSA) 
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HOW CPI Overview
How is the Data Used
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CPI 
Documentation
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Public website 
Data Collection Documentation
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http://www.gadoe.org/

CPI Documentation

Using GaDOE Website
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http://www.gadoe.org/
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Public Website
CPI Documentation
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To View Documentation on Public Website 
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CPI Documentation



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 21

CPI Documentation
To view documentation for all Data Collections
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CPI Documentation
CPI Resources
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FY2020 CPI 
Transmission Dates
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CPI Documentation
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CPI Documentation
Data Elements

Each Data Element in the layout is further defined in this 
document

This document provides detailed definitions of each data 
element in an alphabetic listing.
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PSC Link to Check Certification 
Status
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CPI Documentation
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State Salary Guide
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CPI Documentation
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CPI Documentation

This link provides code listing that can be viewed, 
printed, and downloaded

Job Codes
Subject Matter 

Codes
Certificate Field  

Codes (PSC)
Certificate Type 

Codes (PSC)
Secondary Fund 

Codes
Termination Codes 

View/ Download Code Tables
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CPI Application
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https://portal.doe.k12.ga.us/Login.aspx
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CPI Application

Need 
Login 

Access?
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Application Selection

30

You may just one option available to you, 
depending on your access authority

CPI Application

Don’t see 
CPI Active 

??
Contact 

your 
Security 
Officer
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Select Transmission Period

31

October 2017 is 
Fiscal Year 2018

All previous cycles will have 
summary reports, but no 

personnel detail

CPI Application

Click on the Current cycle to get 
to the main menu
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CPI Application

The 
Status 

message 
line. Tells 
you the 
status of 

your 
collection

.

Select 
this link 
to get to 

the 
Report 
Menu.
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CPI Application

CPI 1 Have Regular Reports and Funding Reports

Report Menu is 
broken out by 
categories and link 
to PSC data…
 Transmission
 Certified
 Classified 
 All Employees
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Transmission reports are used to view the current 
Transmission status like your errors and warning.

CPI Application
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The Certified group are reports about your certified 
employee’s. the Classified are reports on the 
classified employee’s

CPI Application



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 

Job Code Reports

Active vs. Terminated Employees

Long-Term Subs & 3rd Party Contracts

36

ALL EMPLOYEES 
CP002 Active Employee Summary CP010 Employee Record Detail 

CP014 Salary Greater Than $85,000 CP015 Employment Basis Greater Than1.25

CP018 Terminated Employees
CP020 Assignment Job Codes Not 
Reported

CP026 Active Employee Comparison 
CP032 Personnel Reported Active in Last 
Cycle

CP036 Job Codes Summary by System
CP040 Long-Term Substitute Record 
Summary 

CP041 Third-Party Contract Record Summary CP100 System Sign-Of

CPI Application
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All reports are reports about all employee’s

CPI Application
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Available as soon as Cycle 1 starts in October:
CP003 Certified Staff/FTE Experience (T&E funding)
CP038A HB280 Math/Science Eligibility - Grades 06-12 
CP038B HB280 Math/Science Eligibility - Grades KK-05 

NOT available until after the end of the fiscal year:
CP039 HB280 Secondary Math/Science Funded - Grades 06-12 
CP039 HB280 Secondary Math/Science Funded - Grades KK-05 

38

CPI Application
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CPI Application

CPI 3 is used to capture leave days taken so all the reports 
are summarizing or comparing  Leave Types
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CPI Application

Select this link 
to upload the 
extract file (s)
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CPI Application

Click on 
Browse to 
find and 

select 
extract
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CPI Application Select 
this link 
to Add, 
Edit, or 
Delete 
data 

online
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CPI Application
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CPI Application
This is 

used to 
Delete all 

of your 
data
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CPI Application
When you 

correct data 
online you 

have to 
validate for 

the 
correction to 

update
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CPI Application
ADHOC 
Query 
allows 

the user 
to 

search/
query 

data the 
district 

reported 
in CPI

This is 
your list 

of 
Primary 
contacts 
for other 
Districts
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CPI Application

Student Class report for teachers reported in Student Class 
but not reported in CPI
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CPI Application

Upload and download Data from PSC for Certified 
Employee’s
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• Create file within local system (System #, Employee SSN)

• Upload using the PSC Data Request link. This creates a file consisting 
of:

 Z01 layout records

 Y01 layout records

 See  CPI-PSC Certificate File Layout and Edit Rules

 Download the CPI/Professional Standards Commission 

(PSC) certificate file layout and edit rules in .PDF format

• How is this helpful:

 Ability to upload PSC data into local system

 Update certification data for certified personnel
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CPI How It Works
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Local Data System

Extract
Upload to

DOE
Application

Archived Data *

Production Data

CPI

Ex: PC Genesis or  local vendor system

Text file

storage after cycle

current cycle

* Note:  Once data is “archived” after each cycle, you cannot view 
the employee detail reports.
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How It Works
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Extract
• Text file located on PC hard drive or 

server

• Formatted to meet GaDOE 
requirements

• Can be viewed in text editor

• Some text editor’s with free downloads
(ex: Ultra Edit, NotePad++)

How it works
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How it works

The 
information 

on the 
extract is 
formatted 
from our 

DOE 
document 

called a File 
Layout 
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The File Layout Identifies data elements in each 
layout (record) and their placement in each record.
The File Layout Identifies data elements in each 
layout (record) and their placement in each record.
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How it works
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A-Record – Demographic Data
20181611888888888A01F2MMMMMMMM, JOAN KAY      19491120000010005 

Personnel Demographic Information - A Record

Element Record Posit
ion

Description
Field
Type

Field
Length

Required for: Edits Edit#

FISCAL 
YEAR

A01 1-4 Current fiscal 
year

N 4 Certified,
Classified,
Active,
Terminated

FISCAL YEAR must be all four digits of the current valid fiscal year - e.g. 
fiscal year from July 1, 2017 to June 30, 2018 = "2018"

E010

REPORT 
PERIOD

A01 5 Identifies the 
CPI reporting 
period.

A 1 Certified,
Classified,
Active,
Terminated

REPORT PERIOD must be the current valid CPI period:
"1" = October
"2" = May
"3" = July

E020

SYSTEM 
CODE

A01 6-8 School System 
code.

A 3 Certified,
Classified,
Active,
Terminated

SYSTEM CODE must be an active school system code in the Facilities 
Database.

E041

EMPLOYEE 
CODE

A01 9-17 Employee’s 
Social Security 
Number

A 9 Certified,
Classified,
Active,
Terminated

SOCIAL SECURITY NUMBER must be employee's 9-digit Social 
security Number, right justified with expressed leading zeros.
SOCIAL SECURITY NUMBER must be unique for every RECORD 
TYPE = "A01" in file for one SYSTEM. 
All personnel reported as active in CPI 2006-2 must be reported as either 
active or terminated in CPI 2007-1.
SOCIAL SECURITY NUMBER must be unique for every RECORD 
TYPE = "A01" in entire STATE where TERMINATION CODE = 
zeros.

E064
E805
E2016
W805

RECORD 
TYPE

A01 18-
20

Identifies part 
of the record 
layout.

A 3
Certified,
Classified
Active,
Terminated

RECORD TYPE must = "A01".
Every active employee where TERMINATION CODE = zero or blank 
must have RECORD TYPE = "C01".
Every employee with a RECORD TYPE = B01 must have a record with RECORD TYPE = ‘A01’
Every employee with a RECORD TYPE = ‘C01’ must have a record with RECORD TYPE = ‘A01’
Every employee with a RECORD TYPE = ‘A01’ must have a record with RECORD TYPE = ‘B01.’

E802
E803
E3033
E3034
E3035
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How it works
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A text editor uses a 
character ruler which 
is better than an inch 
ruler used in Word.
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How it works
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Select CPI File 
Upload to upload 
extract
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How it works
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Status Message Line

58

How it works
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• “Process Failed” message on Main Menu
• Email sent to person logged into CPI
• Indicates data lines that have error(s)

• Use text editor
• Check key fields first
• Do all the records line up?
• Look for unusual characters ($,%,!,etc.)

• Make corrections and re-upload

How it works
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How it works

CP008- Errors 
and Warning 

Summary
CP009- Error 
and Warnings 

Detail
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How it works
CP008 ERROR 

AND 
WARNING 
SUMMARY
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How it works
CP008 LIST 

THE ERRORS 
AND 

WARNING

TOTAL 
NUMBER OF 
ERRORS AND 
WARNINGS
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123456789
123456789 Sue Waters 999 

Click on 
Employee 

Code to see 
the detail

How it works ERROR 
AND 

WARNING 
DETAIL 
CP009
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List of all the 
errors that is 

associated with 
employee

Click on 
the edit 
button

How it works
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eHow it works Make your 
corrections 
then click 
on submit
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How it works
Once you have 

made all of your 
corrections 

validate your data. 
The message line 

will change to 
Ready to Signoff

CPI requires a 
Superintendent 

Signoff. 
Remember to 

Review and 
print reports 

before Signoff 
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Important Notes
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Deadlines are important!

• Please strive to make the Initial Transmission deadlines

• Create check-lists to help keep the collection on track

• Set internal deadlines that are earlier than the states collection deadlines

• Please contact the Help Desk (dticket@doe.k12.ga.us) or the Data 
Collection team ASAP if the district is having local system problems

• Set times-frames to review the data and reports – prior to sign off.

 Allow additional time to handle the unexpected – because the 
unexpected will happen!

Tips and Reminders

CPI Important Notes
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CPI Coordinator HR/Payroll/Certification School Principals

Student Class 
Coordinator PSC/ Title II A

69

CPI Important Notes
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EMPLOYEE 
TYPE Code

Personnel Record 
Layouts

Certified 
T&E $

L Long-Term Substitutes A No

P Third-Party Contracts A & C No

B SB 327 Employees
(direct contract)

A, B, & C Yes

Blank/null Other direct contract 
employees and VIF

A, B, & C Yes
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CPI Important Notes
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October 2013(CPI 2014-1) 234-SAMPLE County

Georgia Department of Education CPI Employee Record Detail

‘A01’ Record –
Basic 
Demographics

‘A01’ Record –
Basic 
Demographics

‘B01’ Record –
Contract and 
Certification 
Information

‘B01’ Record –
Contract and 
Certification 
Information

DATA 
from 
PSC

‘C01’ Record(s) –
Job Assignments
‘C01’ Record(s) –
Job Assignments
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CPI Important Notes
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• Good Data Entry in Local System    
oCauses Less Errors On Upload
oCan Prevent Loss of Funds

• Local Software Assistance 
o Vendor Documentation
o Vendor Help Line

CPI Important Notes
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• Use for last-minute changes only!

• Online changes – two methods to access 
employee’s detail records:
o Add/Edit/Delete
o Error Listing Detail

• Revalidate after all corrections are made – you 
do not need to do after each record  

CPI Important Notes
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Warning!

74

• Re-uploading an extract will wipe out any online 
changes previously made online.

• Make sure all uploads are completed before 
making any last-minute changes online.

CPI Important Notes
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Data Collection Team

Levette Williams 

Chief Privacy Officer, 

lewillia@doe.k12.ga.usDirector of Technology Management
(Data Collections & Reporting, Customer Support, 
Database Administration)

Kathy Aspy Data Collections Manager 404-651-5312 kaspy@doe.k12.ga.us

Patty Miller
GUIDE
Private School Collection
STRIDE

404-657-0533 pmiller@doe.k12.ga.us

Carl Garber Student Record 404-463-2326 cgarber@doe.k12.ga.us

Sharon Armour
Student Class
Course Table Maintenance
Pre-ID

404-657-1064 sarmour@doe.k12.ga.us

Katie Green

CPI
Free and Reduced Meal
PCG
STRIDE

404-463-1946 kagreen@doe.k12.ga.us

Irish Saxton
FTE
End Of Pathway Assessment

404-657-0536 isaxton@doe.k12.ga.us

Stephanie Smith
New Coordinator Liaison
Systems Analyst (PCG)

404-463-0256 stephanie.smith@doe.k12.ga.us



EDUCATING 
GEORGIA’S FUTURE

EDUCATING 
GEORGIA’S FUTURE

www.gadoe.org

@georgiadeptofed

youtube.com/georgiadeptofed

Email questions and problems to:
 dticket@doe.k12.ga.us . . .  OR
 call the Help Line at 800-869-1011
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