
State Charter Schools Commission

LEA Reporting Training
July 15, 2020



State Charter Schools Commission scsc.georgia.gov State Charter Schools Commission

The State Charter Schools Commission (SCSC) approves 
and supports Georgia’s charter schools. We expect the 
highest quality from our schools, giving students better 
opportunities than in traditional district schools. 
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9:00am - Overview of MyGaDOE
Chris Rivera, GaDOE Help Desk Manager

10:30am - Overview of Data Collections
Kathy Aspy, GaDOE Data Collections & Reporting Manager

11:30am - Overview of Georgia Unique Identifier for Education
(GUIDE) System
Patricha (Patty) Miller, GaDOE Data Collections & Reporting, GUIDE & Private
School Administrator

12:15pm - Conclusion/ Time for Troubleshooting

Agenda
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MyGaDOE Portal 
Provisioning

for Charter School 
Security Officers

Presented by
Chris Rivera

GaDOE Helpdesk Manager
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MyGaDOE Portal 
Provisioning Basics

•Based on User Self-Provisioning

•Organization Security Officer Approvals

•Application Security Officer Approvals
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User Self Provisioning

• Request a New Account

• Add or Remove Organizational Roles

• Add or Remove Application Roles

• Change/Update Account Information

• Change Passphrase
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Organization Security Officer

• Review/Approve requests for user access 
under assigned organization. 

• Add new users under assigned organization.

• Modify account status (Suspend, Un-Suspend, 
Terminate) under assigned organization.

• Reset passphrases for users under assigned 
organization.



Offering a holistic education to each and every child in our state.

Application Security Officer 
Approvals

Review/Approve requests for user access 
to their assigned application regardless of 
user’s assigned  organization.
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Provisioning Workflow



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

Signing Up for a Portal Account

New User Registration Wizard

• Step 1 – Enter User Information

• Step 2 – Select Districts And Roles

• Step 3 – Select Applications And Roles

• Step 4 – Request Submission Summary
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Enter Name and   e-mail Address.

E-mail address is also Portal Login ID.
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Select appropriate 
Organization:  
District, DOE Agency, 
or Other.  Available 
Organizations appear 
in appropriate drop-
down boxes.

Next select 
appropriate 
Organization Role 
from provided list.  
List is dependent on 
Organization 
selected.

To add a role 
assignment click on 
green “+” sign to the 
left of role.
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Based on Organizational role selected, a default set of 
application roles will automatically be added to profile.
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To add additional Application roles, click on “+” sign next to 
application and then the green “+” sign beside the appropriate role.

To remove Application roles from list of those assigned, click on red
“-” sign beside the application role. 
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Review all the information entered into account setup wizard.

If all is as required, click on the “Submit” button to submit request 
for approval.

Click to Submit Request



Offering a holistic education to each and every child in our state.

Request Submittal Confirmation
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User Certification E-mail
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Modifying Existing Portal Account

• Add or Remove Organizational Roles and/or 
Application Roles

• Change/Update Account Information

• Change Passphrase
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Log into MyGaDOE Portal –
Portal Home Page

Click to Access Profile Screen
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Add or Remove Organizational 
Roles and/or Application Roles

• Step 1 – User Information

• Step 2 – Select District and Roles

• Step 3 – Select Applications and Roles

• Step 4 – Request Submission Summary
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Profile Screen – Request Roles

Click Here
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Review account information and current Org and Application 
role provisioning in first step of Request Provisioning Wizard. 
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To add Organizational roles, select the proper organization from drop down 
lists and then the green “+” sign beside the appropriate organizational role.

To remove Organizational roles from list of those assigned, click on red “-” 
beside the organizational role you would like to remove. 
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To add additional Application roles, click on “+” sign next to application and 
then the green “+” sign beside the appropriate application role.

To remove Application roles from list of those assigned, click on red “-” 
beside the application role you would like to remove. 
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Review all the information entered into account setup wizard.

If all is as required, click on the “Submit” button to submit request for 
approval.

Click to Submit Request



Offering a holistic education to each and every child in our state.

Request Submittal Confirmation
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Change/Update Account 
Information

• Name information

• Login/e-mail information

• Phone Number

• Address Information

• Challenge Questions and Answers
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Correct/Update Profile Information

Click to Save Changes

On the User Profile 
screen, information 
can be added or 
modified as 
desired.

E-mail address 
(login) can be 
modified.

Once appropriate 
changes have been 
made to profile, 
click on “Update 
Person” to save 
changes.
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Change Challenge 
Questions and/or Answers

To review and/or 
modify challenge 
questions and 
answers, a user 
can click on 
“Change Challenge 
Questions” button

Click Here
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Correct/Update Challenge 
Questions and Answers
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Profile Screen – Change 
Passphrase

Click Here

A user may 
reset their 
passphrase by 
clicking on the 
“Change 
Passphrase” 
button.
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Terms of Use Agreement –
User Must Accept

Click Here to Accept
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1. Enter Current Passphrase

2. Enter New Passphrase

3. Re-enter New Passphrase

4. Select Save Passphrase
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Security Officer Responsibilities

• Review/Approve requests for user access 
under assigned organization. 

• Add new users under assigned organization.

• Modify account status (Suspend, Un-Suspend, 
Terminate) under assigned organization.

• Reset passphrases for users under assigned 
organization.
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Review Access Requests –
Approve/Deny

Click to Access iMail

Portal access requests are delivered via the MyGaDOE Portal iMail 
system.

Security Officers can view the request information and then take 
appropriate action.

Portal iMail is access from Portal Home page message link at top of 
page.
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iMail Message Inbox
New and existing iMail messages are shown in Inbox.  New messages 
appear in “Bold”.  Portal access request notifications will appear in 
Notifications Box. To view a message Double-Click on message and 
message will open.
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iMail Message Preview
Information from 
request can be 
viewed. 

Request will 
show who 
requested, e-mail 
address of user, 
requested 
Organization 
roles and any 
requested 
Application 
Roles.

To take action, 
click on the link 
at bottom of 
message.
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Request Approvals Screen
New and Pending requests can be viewed on this screen. Requests 
requiring action have a green arrow beside them.  To view entire 
request click on “+” sign beside the request.
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Request Approvals Screen
Security Officer will approve or reject each line item and then 
submit.  Once complete, account will be created (New Account) 
and/or additional roles will be added to user account.
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Request Approvals Screen

The Request Approval screen can also be 
accessed through the Security Administration 
menu available for Security Officers.

The menu item, “Request Approval” is located on 
the left-hand navigation menu.

Click to Access
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Adding New Users

Click to Access

Organization Security Officers have the 
ability to add new users to the portal 
which do not have a Portal Account.

This option is available under the 
Security Administration application link 
on the left-hand navigation menu using 
the “Add Person” Link.
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Security Officer - Adding New User

Add User Registration Wizard

• Step 1 – Enter User Information

• Step 2 – Select Districts And Roles

• Step 3 – Select Applications And Roles

• Step 4 – Request Submission Summary
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Add Person – Step 1, 
User Information

Enter name 
and e-mail 
address.

E-mail 
address is 
also Portal 
Login ID.



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

Add Person – Step 2, 
Districts And Roles

Select appropriate 
Organization: District, 
DOE Agency, or Other.  
Available Organizations 
appear in appropriate 
drop-down boxes.

Next select appropriate 
Organization Role from 
provided list.  List is 
dependent on 
Organization selected.

To add a role assignment 
click on green “+” sign 
to the left of role.
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Add Person – Step 3, 
Applications And Roles

Based on 
Organizational 
role selected, a 
default set of 
application 
roles will 
automatically 
be added to 
profile.
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To add additional Application roles, click on “+” sign next to application 
and then the green “+” sign beside the appropriate application role.

To remove Application roles from list of those assigned, click on red “-” 
sign beside the application role. 
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Add Person – Step 4, 
Submission Summary

Click to Complete

Review all the 
information 
entered into 
account setup 
wizard.

If all is as required, 
click on the 
“Submit” button to 
submit request for 
approval.
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Add Person – Request Submitted
Account has been created and user has been sent an e-mail 
with temporary login information.
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Notification e-Mail to User
User receives an e-mail notifying them their account has 
been created with temporary login information.



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

Modify Account Status 
(Suspend, Un-Suspend, Terminate)

By performing a People Search in the portal and 
editing a user’s account, within your assigned 
organization(s), a Security Officer can Suspend, 
Un-Suspend, or Terminate a user’s account in the 
system.
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People Search Results

Click to Edit

By selecting Show Suspended or Show Terminated users, Security 
Officers can see all users in system matching criteria.
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Profile Edit Screen

S
C
R
O
L
L

To modify the 
Account Status for a 
user, scroll down to 
bottom of the Profile 
Edit screen for 
selected user.
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Modify Status – Select Desired 
Status

Select Desired Status

Once the 
desired user 
status is 
selected, click 
on the “Update 
Person” to 
effect changes 
to user’s 
account.

Important: 
Terminated users cannot be re-activated by Security Officers, call 
Helpdesk for Assistance in re-activating terminated accounts.
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Reset User Passphrase

By performing a People Search in the portal 
and editing a user’s account, within your 
assigned organizations, a Security Officer has 
the ability reset a user’s passphrase.
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People Search Results

Click to Edit

By selecting Show Suspended or Show Terminated users, Security 
Officers can see all users in system matching criteria.
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Profile Edit Screen

Click Here

To reset 
Passphrase for 
selected user, 
click on the 
Reset 
Passphrase 
button on the 
Profile Edit 
Screen for 
selected user.
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Reset Passphrase

Click Here

Verify user information and click on the “Reset Passphrase” button again.
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Reset Passphrase
A new Passphrase is generated and displayed on the 
screen.  Provide new passphrase to user, they will not 
receive via e-mail.
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Provision Matrix –
Security Officer Guide to  User 
Provisioning
• Provides listing of available application 

roles for each application within the 
MyGaDOE Portal.

• Provides listing of default application roles 
provided for each organization role within 
the MyGaDOE Portal.
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Provision Matrix –
Role Mapping Access

Provision Matrix

The Provision 
Matrix can be 
access 
through a link 
on the 
Request 
Provisioning 
wizard, steps 
2 & 3.  

The link is 
located near 
the top, 
shown here.
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Provision Matrix –
Application Mapping

Select the 
Application 
from the drop-
down list on the  
Provision Matrix 
for the desired 
application.

Appropriate 
Application 
Roles will be 
shown for 
selected 
application.
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CPI – Role Mapping
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Free & Reduced Lunch – Role 
Mapping
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FTE – Role Mapping
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Pre Identify for Testing – Role 
Mapping
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Student Record – Role Mapping
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Provision Matrix – Org Role 
Mapping

Select the 
Organization
al Role from 
the drop-
down list on 
the  
Provision 
Matrix for 
the desired 
Org Role.

Default set 
of 
applications 
and roles 
will be listed 
for selected 
Org Role.
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Charter School Administrator (School) –
App Role Mapping
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Charter School Superintendent 
(School) – App Role Mapping
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Principal (School) – App Role 
Mapping
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Security Officer (School) – App 
Role Mapping
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Common Problem –
Over Provisioning

A common issue we see 
on the Helpdesk is 
overprovisioning of a 
user’s account, especially 
for Technology 
Coordinators and 
Superintendents!
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Over Provisioning - Cause for a 
Multitude of Issues
• Application Errors
• Unable to Sign-Off on Collections
• District Role Identification Issues
• District Notification Issues
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Questions?
How to Get Additional Assistance:

You may contact the Technology Management Customer Support Team by using 
the Help-dticket link on the left side of the MyGaDOE Portal menu. 

You may also request assistance by emailing dticket@doe.k12.ga.us or by calling 
1-800-869-1011. Please provide a detailed message as well as your contact 
information. 

Support Team Staff: Charles Lang, Chris Smith, Randy 
Jackson, Westly Roberson & Vidrine Jones



EDUCATING 
GEORGIA’S FUTURE

EDUCATING 
GEORGIA’S FUTURE

www.gadoe.org
@georgiadeptofed

youtube.com/georgiadeptofed
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MyGaDOE Portal iMail and 
Message Center

Presented by
Chris Rivera

GaDOE Helpdesk Manager



Offering a holistic education to each and every child in our state.

MyGaDOE iMail System
The MyGaDOE iMail Messaging System is a very useful and secure way to pass 
sensitive data and information from districts across the internet.  This should be 
used in lieu of sending sensitive information via regular e-mail.

To access the MyGaDOE iMail (messaging) system, log into the MyGaDOE
Portal.
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MyGaDOE Portal iMail Basics

• Internal Messaging System Only

• Any User With a Portal Account Can Be Sent or 
Can Receive Messages

• All Messages Secure within MyGaDOE Portal

• Sensitive Data May be Shared and Transmitted 
when Necessary Through iMail
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Logging Into MyGaDOE Portal

To log into the Portal use your browser to navigate to the following 
website: https://Portal.doe.k12.ga.us

https://portal.doe.k12.ga.us/
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Accessing Portal iMail
Once logged into Portal, you will be at your Portal Home Page, click on the 
link in the blue bar at the top of the Portal window, “You have (#) new 
messages.”

User must click here 
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Any Messages you have received will be located in your Inbox.  
Portal iMail functions just like a basic e-mail application.

To Compose a new message just click on the Compose button and 
a new message will open.
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Fill out the appropriate 
Subject and Message 
blocks just as you 
would a normal e-mail 
message.  
• To add a file attachment to 

your message click on the 
“Files” button and browse 
to the location of your file 
on your computer and 
select the file to add.  
Multiple files may be added 
by selecting multiple files or 
repeating the process. 

• To add a recipient for your 
message click on the 
appropriate box (To, CC, or 
BCC) and a search box will 
appear.
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To search for the 
name and add your 
recipient(s) just 
type in the search 
criteria, once found 
check the 
appropriate boxes 
for those you 
would like to add.  
Then click on the 
Select button.  This 
will add your 
recipients to your 
iMail message.  To 
add more 
recipients repeat 
this process.



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

Once you have drafted your message, added recipients, and 
any attachments, just click on the Send button at the bottom 
to send the message.
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To open a message that has been sent to you, just 
Double click on the message.

User must click here 
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The message will then appear for viewing.
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Portal Message Center
The MyGaDOE Portal Message Center is used to send 
important information, send reminders, and 
communicate upcoming events to Portal Users.  Only 
users who have subscribed to the proper message tags 
will receive these messages.

To access the Portal Message Center, log into the 
MyGaDOE Portal.
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Portal Message Center Basics

• Important Notifications from DOE are Sent Through 
Message Center.

• Message Information Also Sent to User e-mail 
Address Listed in Portal.

• Users Can Subscribe or Unsubscribe to Message 
Tags to Begin or Stop Receiving Messages.

• Past Messages are Stored and Can be Viewed 
Within Message Center.
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Logging Into MyGaDOE Portal

To log into the Portal use your browser to navigate to the following 
website: https://Portal.doe.k12.ga.us

https://portal.doe.k12.ga.us/
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Accessing Message Center
Once logged into Portal you will be at your Portal Home Page, click on the 
Message Center Link in the left-hand Navigation Pane.

User must click here 
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Within Message 
Center, basic 
information on the 
messages which you 
subscribe to will be 
shown in the 
Messages Tab:

1. Subject of 
Message

2. Message Tags 
used to send 
message

3. Date Created

4. Author

5. Attachments
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To view a message, scroll to or page through to the desired 
message and click on the View Message link.

Note: Most recent messages will appear at the top by default.

User must click here 
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The message will appear in 
a new browser window for 
viewing.  

Any attachments can be 
opened by clicking on the 
attachment link at the 
bottom of the message.

If you are not receiving 
appropriate messages via 
e-mail or cannot view them 
within Message Center, you 
need to subscribe to the 
appropriate Message Tags 
within Message Center.

Click here to open Attachment 
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Subscribing to Message Tags
To change your 
current subscriptions 
in Message Center, 
go into message 
Center and click on 
the Categories Tab.

A list of Message 
Tags (categories) will 
appear.  Scroll to the 
appropriate grouping 
of categories and 
click on the “+” sign 
next to the Subscribe 
link.

User must click here 



Educating Georgia's Future by graduating students who are ready to learn, ready to live, and ready to lead.

To BEGIN receiving 
messages sent with the 
relevant message tags, 
select the check box 
next to the appropriate 
message tag(s).

To STOP receiving 
messages sent with the 
relevant message tags, 
uncheck the box next to 
the appropriate message 
tag(s).
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Once you have made all your desired changes, scroll to 
the bottom of the screen and click on the “Save 
Preferences/Subscribe” to save your changes.

User must click here 
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You will be returned to the Messages tab within the Message Center window.  You 
will now have access to view any past messages sent with message tags you are 
currently subscribed to.  

Note the message tags used in the message presented in the screenshot below; 
Support, Help, Data Collections, SIS Coordinator, FTE Coordinator, Student Records 
Coordinator, Special Education Director.    These are the tags the author of the 
message chose when drafting and publishing these messages.
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Questions?
How to Get Additional Assistance:

You may contact the Technology Management Customer Support Team by using 
the Help-dticket link on the left side of the MyGaDOE Portal menu. 

You may also request assistance by emailing dticket@doe.k12.ga.us or by calling 
1-800-869-1011. Please provide a detailed message as well as your contact 
information. 

Support Team Staff: Charles Lang, Chris Smith, Randy 
Jackson, Westly Roberson & Vidrine Jones
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STUDENT 
RECORD
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Data Collections Overview



Main Points
• SCSC schools participate in all collections, except the Private School 

data collection. Participation in EOPA is determined by grade levels.

• Several collections occur more than once during the school year 
(cycles).

• Most of them have a check to verify student identity data using a 
unique student identifier, GTID.

• Verify student schedules are accurate and complete.  Incomplete or 
inaccurate schedules can impact funding, accountability, federal 
reporting, program reviews, etc.

103



•Walk through 
Data Collections Documentation

Start at gadoe.org  
Select Data & Reporting

Select Data Collection Documentation  
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Start at gadoe.org  
Select Data & Reporting

Select Data Collection Documentation  

Where are you going to go 
for presentations on the 
Data Collections?

Here



 What is to be reported
 How the data is laid out in the file/extract

 Learn additional information using the 
DATA ELEMENT DETAIL (data dictionary)

 Print out the Transmission Dates and post it as a reminder of your deadlines
 Other documents, pertinent to the application, are also posted on this web 

page
106

Become familiar with the LAYOUTS (map of data elements)



GUIDE is the GADOE application that contains all student identity 
information. During every student data collection, the records sent by a 
district are validated against the GUIDE application to make sure the data 
being collected for the student is correct.

GUIDE is used to generate the unique 10-digit ID that is used to identify a 
student for all of the years a student is in public education in Georgia.  This 
10-digit GTID (GA Testing ID) is only used in PK-12 education.  The GTID is 
the key to the state longitudinal data system (SLDS). The State Board of 
Education (SBOE) has passed a rule that says the Department of Education 
(DOE) shall provide  an electronic data system for the creation, tracking,  and 
maintenance of the GTID. GUIDE fulfills the requirements of State Board Rule 
160-5-1-.07 STUDENT AND STAFF DATA COLLECTIONS.

GUIDE is available 24/7 with the exception of the first two weeks of July.

WHAT

WHY

WHEN

GUIDE

107
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In the meantime, look at 
last August’s data 
conference for ‘101’ 
presentations.

Where are you going to go 
for documentation on the 
GUIDE application?
Here

Where are you going to go 
for presentations on the 
GUIDE application?

Here
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The Data Collection Survey collects general data used to support 
other data collections. The Data Collection Survey is completed 
annually preceding FTE Cycle 1. 

The Data Collection Survey must be completed by the district prior to 
beginning FTE Cycle 1 of the current school year.  Failure to complete 
the Data Collection Survey will prevent the district from starting FTE 
Cycle 1.

The survey application is available from now to the end August - prior 
to FTE Cycle 1 and appears on the Portal main menu.

DATA COLLECTION SURVEY

THE  DISTRICT’S  FTE COORDINATOR MUST  SIGN OFF ON THE  FTE  
DATA SURVEY  IN  ORDER  TO  BEGIN  SUBMITTING  DATA FOR  FTE  
CYCLE 1

WHAT

WHY

WHEN
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The Pre‐ID data collection is designed to help school systems report 
accurate demographic and program data on selected state‐mandated 
assessments. Data collected through the Pre‐ID data collection is used to 
match the student records (like Student Class, FTE, and Student Record) 
to the test taken by the same student.

PRE-ID LABELS

1. To increase the percentage of test records automatically 
matched to Student Record data

2. To reduce manual matching to Student Record data
3. To reduce demographic errors from bubble sheets (almost all 

are now online)

Cycle 1 – Mid August  (GKIDS data is now uploaded directly to the 
vendor.)  You should get instructions from the GaDOE Assessment 
Department on how to upload this data.
Cycle 2 – September  (EOC tests)
Cycle 3 – January  (EOC and Milestones tests)

WHAT

WHY

WHEN
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Requires sign off by Coordinator even if no data is submitted
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STUDENT CLASS 

Student Class is a data collection of student schedules.  
Student Class (data) is used for Student Course Profile/SLDS 
and for completed course information.  The Student Class 
collection links students and teachers to a class.  

• Student Class data is used for the Student Course Profile 
portion of SLDS.

• At the end of the school year, course information is used 
by all program areas.

The Student Class collection runs concurrently with both FTE 
collections in:
October
March/April
June

WHAT

WHY

WHEN
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Data collected for state funding that is based on student enrollment and 
education services provided by local school systems to students.  FTE is a 
“snapshot” of services regularly scheduled to be provided on a specific 
date.
The Quality Basic Education (QBE) Act requires local school systems to 
report student enrollment in terms of Full-Time Equivalent (FTE) 
students. State funding for the operation of instructional programs are 
generated from FTE data reported by local school systems.

O.C.G.A. 20-2-160:  The initial enrollment count shall be made after 
October 1 but prior to November 17 and the final enrollment count after 
March 1 but prior to May 1. The report shall indicate the student´s 
specific assigned program for each one-sixth segment of the school day 
on the designated reporting date.
Collections:
Cycle 1 – First Tuesday in October  (Active and Withdrawn Students)
Cycle 3 – First Thursday in March  (Active Students only)

FULL TIME EQUIVALENT (FTE)

WHAT

WHY

WHEN
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CPI is a collection for the reporting of certified and classified 
personnel based on their role within the district. Includes everyone 
employed by the school system - except board members and short-
term substitutes.

• Provide state funding for certified staff (Training and Experience –
T&E)

• Data used by Georgia Professional Standards Commission (PSC) 
and DOE’s TKES/LKES (Teacher and Leader Keys Effectiveness 
System) department for ‘Professionally Qualified’ determination 
required by ESSA (Every Student Succeeds Act)

Collection Cycles:
 Cycle 1 – October
 Cycle 2 – March
 Cycle 3 – July (personnel leave report)

CERTIFIED/CLASSIFIED PERSONNEL INFORMATION (CPI)

WHAT

WHY

WHEN
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The Free and Reduced Meal data collection is an annual reporting process 
that collects information on the percentage of students eligible for free 
and/or reduced meals at a school. 
(No student level data is submitted)

The data is used for many reporting purposes, including (but not limited 
to):  The National Direct Teacher Loan Cancellation Program; the 
Telecommunications Act Discount Rate; Competitive Grant Awards.

 November

All districts must sign off.  If you don’t have a meal program, you can sign 
off on all zeros.

FREE and REDUCED MEAL ELIGIBILITY

WHAT

WHY

WHEN
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Private        School

WHAT

WHY

WHEN
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The number of students that live within your geographic area 
that are not attending public school, they are attending a 
private school.

Only for school districts with an assigned population by  
geographic area.

NO sign off for charter school districts.

X
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Student Record provides a year-end, cumulative record of student 
program participation and various activities for the fiscal year.

Data reported in Student Record is used for SLDS, is included in the 
CCRPI determination process, and appears on the state report card.  
Student Record data is also sent to the U.S. DOE for federal reporting, 
is used  for program audits and monitoring; is subject to open records 
requests; and is part of cumulative data for public consumption.

Collection Cycle:
 Cleansing begins:  February

Ends:  December
 Data Collection begins:  February

Ends:  June

STUDENT RECORD (SR)

WHAT

WHY

WHEN
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End of Pathway Assessment collects assessment data for 
pathway completers related to technical skill attainment 
based on industry validated standards.

The EOPA assessment measurement process is required as 
outlined in Perkins IV legislation - specifically, Core 
Indicator 2S1.

 June (after Student Class sign off)

END OF PATHWAY ASSESSMENT (EOPA)

WHAT

WHY

WHEN
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Student registers with your school.
Get the student a GTID from GUIDE.
Enter student in your SIS.
Schedule student in your SIS.
Start sending Student Class records to cleanse 
student schedule data.
Start sending Student Record records to cleanse 
student data.

Sample Data Collections checklists are posted on 
Data Collections webpage
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GUIDE
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Database Administration)

Kathy Aspy Data Collections Manager
(Data Collections & Reporting) 404-556-7480 kaspy@doe.k12.ga.us

Patty Miller GTID Administrator
(GUIDE, Private School Collection) 404-290-8530 pmiller@doe.k12.ga.us

Carl Garber Data Collections Specialist
(Student Record) 404-304-5200 cgarber@doe.k12.ga.us

Sharon Armour
Data Collections Specialist
(Student Class, Course Table 
Maintenance, Pre-ID)

678-590-9861 sarmour@doe.k12.ga.us

Katie Green Data Collections Specialist
(CPI, Free and Reduced Meal) 404-295-8841 kagreen@doe.k12.ga.us

Irish Saxton Data Collections Specialist
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Data Collections Specialist
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770-301-1503 stephanie.smith@doe.k12.ga.
us



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 128

Georgia Unique Identifier for 
Education (GUIDE)

Patricha Miller
GUIDE Administrator
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AGENDA
 What is a GTID? 

 What is GUIDE?

 Where can I find Documentation?

 What are the identity elements used to get a GTID?

 How do I get a GTID for a student?

 What is a claim?

 When can I claim students for FY2021?
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The GTID is …

 GTID is the Georgia Testing Identifier.

 10-digit randomly assigned number

 Does not change throughout the student’s PK-12 education.

 Must be used during all collections when reporting student information to  
make sure the  student identity data matches.

 Must be used for all reports and files on the student submitted to the 
GaDOE.

 Must be used on all printed and electronic transcripts and report cards.
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Importance of the GTID

The GTID is used 
in all collections 
when reporting 
student 
information to the 
Georgia 
Department of 
Education 
(GaDOE).
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GUIDE

GUIDE is an electronic data system for the creation, tracking and 
maintenance of the GTID.
The State Board of Education (SBOE) has passed a rule that says the 
Department of Education (DOE) shall provide an electronic data system for 
the creation, tracking and maintenance of the GTID. GUIDE fulfills the 
requirements of the State Board Rule 160-5-1-.07 STUDENT AND STAFF 
DATA COLLECTIONS.
Each student enrolling or enrolled in a publicly funded PK-12 Georgia 
school or program shall be assigned a Georgia Testing Identifier (GTID). 
The GTID assigned to a student is the student’s unique identifier that shall 
not change. Students can only be assigned one GTID.

WHAT

WHY

WHEN

http://www.gadoe.org/External-Affairs-and-Policy/State-Board-of-Education/SBOE%20Rules/160-5-1-.07.pdf
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Finding GUIDE Documentation
Go To Gadoe.org ->Data & Reporting->Data Collection 
Documentation.
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Finding GUIDE Documentation, 
Continued…

Other rules in the 
document, like
 Last name should 

not have comma or 
suffix (Smith, Jr.)

Only special characters in a 
name are:   
 hyphen (Sanchez-Garcia), 
 space (Smith – Jones), 
 period (Jill St. John), and
 single quote (La’Mont or  

O’Brien)

Name:  no complex characters like:  
Reneé, Bjørg, Fríða, or Анастасия
(Anastasia in Belarus)
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GUIDE Data Elements

Identity elements  make a student unique and should not 
change.  This data must come from legal documents (birth 
certificate and SSN card). GUIDE Identity Elements

First Name
Middle Name 
Last Name
Gender
SSN
Birth Month
Birth Day
Birth Year
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GUIDE Data Elements/legal documents
• Check with your Student Information 

System (SIS) to see if you can scan a 
copy of these important documents and 
store them as attachments to the 
student’s record.

• Reference rules:
• SBOE Rule 160-5-1-.28
• SBOE Rule 160-5-1-.07 
• O.C.G.A. § 20-2-150

• https://www.gadoe.org/External-Affairs-and-Policy/State-Board-of-
Education/SBOE%20Rules/160-5-1-.28.pdf

• https://www.gadoe.org/External-Affairs-and-Policy/State-Board-of-
Education/SBOE%20Rules/160-5-1-.07.pdf

http://www.gadoe.org/External-Affairs-and-Policy/State-Board-of-Education/SBOE%20Rules/160-5-1-.28.pdf
http://www.gadoe.org/External-Affairs-and-Policy/State-Board-of-Education/SBOE%20Rules/160-5-1-.07.pdf#search=160-5-1-%2E07
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=0cf366d1-c1f5-4143-a28c-f545eead4151&config=00JAA1MDBlYzczZi1lYjFlLTQxMTgtYWE3OS02YTgyOGM2NWJlMDYKAFBvZENhdGFsb2feed0oM9qoQOMCSJFX5qkd&pddocfullpath=/shared/document/statutes-legislation/urn:contentItem:5NYG-G6D0-004D-82K2-00008-00&pddocid=urn:contentItem:5NYG-G6D0-004D-82K2-00008-00&pdcontentcomponentid=234186&pdteaserkey=sr0&pditab=allpods&ecomp=-kzvkkk&earg=sr0&prid=e9a8a9a1-dd48-4fe8-bb5c-82ebe4b5dd41
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Identity Elements/Why use the SSN?
We have 4,019 pairs of students with the 
same first & last names, gender, and birth 
date. 

We do collect SSN and use it as a student 
identity matching element.  Parents have a right 
to refuse to provide the SSN in which case they 
must sign a waiver (district designed.)  Then 
you assign a pseudo-SSN to the student.

GUIDE Identity Elements
First Name

Middle Name 

Last Name

Gender

SSN

Birth Month

Birth Day

Birth Year

Note: To be identified for a HOPE 
Scholarship, the student must be 

identified by the actual SSN.
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Identity Elements, SSN, pseudo-SSN 
(Continued)
• A pseudo-SSN is a state-assigned 

number starting with 999- that takes 
the place of a true SSN.  It stays with 
the student from Preschool to grade 
12.

• We issue GTIDs to babies as 
young as 2 months.  

• Every district gets a block of 999 
numbers. Request more in the 
GUIDE application.

GUIDE Identity Elements
First Name

Middle Name 

Last Name

Gender

SSN

Birth Month

Birth Day

Birth Year
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Identity Elements, SSN, pseudo-SSN 
(Continued)
• Because the 999 number is used as an 

SSN, it must be unique.
• Never re-assign a 999 number to a 

different student.
• Do not run past your assigned block of 

999 numbers, request more.
• Migrant IDs, ITIN numbers, etc. are not 

valid pseudo-SSNs.  (ITIN = Individual 
Tax Identification Number; issued by IRS 
as a pseudo-SSN; usually start 991-xx-
xxxx.)

GUIDE Identity Elements
First Name

Middle Name 

Last Name

Gender

SSN

Birth Month

Birth Day

Birth Year



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 140

Identity Elements, SSN, Waiver? 
(Continued)
• A Sample of a Social Security Number 

Waiver Form can be found on the
Georgia Department of Education 

Guidance for State Board of Education 
Rule 

160-5-1-.28 Student Enrollment and 
Withdrawal, Appendix J.

(https://www.gadoe.org/External-Affairs-and-
Policy/Policy/Documents/Guidance%20for%20Student%20Enrollment%20and%20Withdra
wal%20Rule.pdf)

Appendix J: Sample Social Security Number Waiver Form

http://www.gadoe.org/External-Affairs-and-Policy/Policy/Documents/Guidance%20for%20Student%20Enrollment%20and%20Withdrawal%20Rule.pdf#search=ssn%20waiver
http://www.gadoe.org/External-Affairs-and-Policy/Policy/Documents/Guidance%20for%20Student%20Enrollment%20and%20Withdrawal%20Rule.pdf#search=ssn%20waiver
http://www.gadoe.org/External-Affairs-and-Policy/Policy/Documents/Guidance%20for%20Student%20Enrollment%20and%20Withdrawal%20Rule.pdf#search=ssn%20waiver
https://www.gadoe.org/External-Affairs-and-Policy/Policy/Documents/Guidance%20for%20Student%20Enrollment%20and%20Withdrawal%20Rule.pdf
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Getting Familiar – GUIDE 
Messages
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How do I get a GTID for a 
student?

1) Search for the student in GUIDE and 
‘claim’ him/her. (Students that have been 
in a GA school at some point.)

2) Add a new student – one at a time. 
(Students that have never, ever been in a 
GA public school.)

3) Extract a file from your SIS and upload it 
to GUIDE.

3 Ways to Get a GTID
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What is a Claim?

A claim occurs when a user updates 
the school assignment for a student. 
The school assignment is called the 
Last District To Update and is 
displayed at the bottom of the View 
Student Detail page.
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Importance of a Claim?

• No history found in SLDS
• New school won’t know the 

student was receiving 
special services

• Testing and/or qualification 
to get special service is 
very time consuming. So 
failure to positively identify 
a student can have a huge 
impact on workload.
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How to Claim a student

Can happen when you search for a student, find him, and update his 
district and school to your district and school.

Click Claim to complete the process
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1) Search for the student in 
GUIDE and ‘claim’ him/her. 

A. Search for the student in GUIDE

B. Claim the student

C. Copy GTID from GUIDE

D. Paste GTID in your SIS
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1) Getting a GTID 
Search

We issue GTIDs to 
babies as young as 2 
months.  
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1) Getting a GTID, continued 
-- Search Results

You won’t see the whole SSN 
until you drill in on your 
selected student. SSN will 
appear as *****1234.

You can 
only claim 
Active 
students.

-- Select Student
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1) Getting a GTID, continued 
-- Claim the student

• Verify the student 
details.

• Select the school 
the student will be 
attending.

• Click Claim.
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2) Add a new student

 If the student is 
new to a Georgia 
School, you can 
add a single 
student online.

 If you have 
double checked 
and rechecked 
GUIDE and 
cannot find the 
student, you can 
add online.
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3) Extract a File – Multiple Records

In your SIS there may be one or several extraction methods.
 Extracting a file containing students without a GTID
 Extracting all ACTIVE students

Data Collections does not have access to your SIS, and we are not 
familiar with the various options in each SIS. Contact your SIS provider 
for training on how to extract a file from your SIS to get GTIDs and how 
to import GTIDs into your SIS.
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Claiming a student when you 
have a Near Match

Can happen when you go through the Near Match process and select 
the student – “this is my student”.
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Claiming a student when you 
have a Near Match

First you want to verify the information you have 
submitted. 

Is everything correct? Or is everything correct except the 
first name? Click on the GTID to display the student 
information.



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 154

Claiming a student when you 
have a Near Match

Now compare the student information, is everything the 
same except the first name? If yes, this is probably the 
same student and you need to verify if the students first 
name has ‘s or not. Select the verified name and click 
‘Confirm’ to bring up the confirmation page.
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Claiming a student when you 
have a Near Match

The confirmation page will show the information that will be saved 
to the student’s record in GUIDE. The data highlighted yellow will 
be the saved information. If you are sure the information is correct 
click ‘Confirm’. You will be brought back to the Near Match List to 
continue resolving near matches if you have more.
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Claiming a student when you 
have a Near Match
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