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Welcome to our 2020 New Data Coordinator Training
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Resources

•We are giving you handouts of all PP –

they will also be posted.

•TLAs handouts

•Sample checklists

•Sample timelines

•Our contact info
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THE 
BUILDING 
BLOCKS 
OF DATA
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Basic Process for Student and 
Personnel Data Collections

• Enter data into your SIS

• Extract a file of data from SIS 

• Upload

• Check data and reports at DOE

• Fix data errors and check warnings in SIS

• Repeat until error-free

• Sign off
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The Basic Building Block of Data Collections

What is a data element?

One piece/unit of data;  a defining piece of information; 

Any unit of data defined for processing is a data element; for example, 

NAME, GENDER, BIRTHDATE, ADDRESS and CITY. A data element is 

defined by size (number of characters long) and type (alphanumeric, 

numeric only, date, etc.). A specific set of values or range of values may 
also be part of the definition.
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The Basic Building Block of Data 
Collections

How is a data 
element defined? 

From the FTE Data 
Element Detail:
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Documentation

• What data is collected

• When the collection occurs

• Why we collect the data

• Who is included in the collection
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Documentation is posted in 2 places:

1. Each Data Collections application has 

documentation on the public website     

http://www.gadoe.org

2. Layouts are posted in the Portal which is secure.  

Data Collections Documentation

http://www.gadoe.org/
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Each Data Collections application has 

documentation on the public website 

http://www.gadoe.org

Click on 

Data & Reporting

Documentation – Where to Find It
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DATA ELEMENT DETAIL
https://www.gadoe.org/Technology-Services/Data-
Collections/Pages/FY2020-Data-Collections-and-Reporting.aspx
(not in the Portal, on the Data Collections page)

Documentation – Where to Find It

https://www.gadoe.org/Technology-Services/Data-Collections/Pages/FY2020-Data-Collections-and-Reporting.aspx
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DATA ELEMENT DETAIL

Documentation
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Parts of a Document
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DATA ELEMENT DETAIL

Parts of a Document
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DATA ELEMENT DETAIL – Definitions cont.

Parts of a Document
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FTE Data Element Detail

FIRST NAME 
FIRST NAME identifies the student's first name as it appears on legal documents. Nicknames 
are not allowed. FIRST NAME cannot be null, contain numbers, or selected special 
characters. Valid characters are: a-z, A-Z, - ,', ., `, Blank (Space Char). FIRST NAME is reported 
in all FTE cycles. 

GENDER 
The GENDER code identifies the student's sex. GENDER is reported in all FTE cycles. Valid 
values are: 
Male = ‘M”; 
Female = ‘F’. 

GTID 
GTID is the 10-digit student ID assigned by the Georgia Department of Education. It is a 
unique testing identifier that is created in the GTID application. All GTID’s reported for 
students must also be found in the GUIDE application. Students transferring between 
districts should already have a GTID. A new GTID should only be generated if the student has 
never been given a GTID while enrolled in a Georgia public school. Before generating a new 
GTID for a student, very carefully verify the student has NEVER had a GTID so that the 
student’s records are not lost, or duplicated. 

Parts of a Document
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FTE DATA ELEMENT DETAIL

Parts of a Document
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DATA ELEMENT DETAIL

Parts of a Document
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DOCUMENTATION - Layouts

Become familiar with the LAYOUTS posted in the Portal (which is 
secure).

LAYOUTS are posted inside the Portal.

https://portal.doe.k12.ga.us/Login.
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Revision Table

All changes for the year 
are in the revision table. 

Look for the latest 
changes by date.

Parts of a Layout
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FTE Data 
File LayoutVendor Info –

their job

FTE Layout
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21 A-Record – Demographic Data

20201611888888888A01F2MMMMMMMM, JOAN KAY      19491120000010005 

Personnel Demographic Information - A Record

Element Record Positi

on
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

CPI Layout



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 22

22
What a Data File Looks Like
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SIS Documentation

Where is the data element (in SR) collected / calculated in your SIS? 
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Legal Documents
Official Code of Georgia –O.C.G.A. 
https://advance.lexis.com/container
?config=00JAAzZDgzNzU2ZC05MDA
0LTRmMDItYjkzMS0xOGY3MjE3OW
NlODIKAFBvZENhdGFsb2fcIFfJnJ2IC8
XZi1AYM4Ne&crid=1188c52f-a66f-
484b-a816-
c700c04c9e36&prid=0ffbf9e8-6d08-
4447-bd65-3e2eda80ef08

https://advance.lexis.com/container?config=00JAAzZDgzNzU2ZC05MDA0LTRmMDItYjkzMS0xOGY3MjE3OWNlODIKAFBvZENhdGFsb2fcIFfJnJ2IC8XZi1AYM4Ne&crid=1188c52f-a66f-484b-a816-c700c04c9e36&prid=0ffbf9e8-6d08-4447-bd65-3e2eda80ef08
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Other References Used by Data Coordinators
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Legal Documents State Board of Education Rules -
https://www.gadoe.org/External-Affairs-and-
Policy/State-Board-of-
Education/Pages/PEABoardRules.aspx

https://www.gadoe.org/External-Affairs-and-Policy/State-Board-of-Education/Pages/PEABoardRules.aspx

