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Instructions for Transmitting Data to the 

GDOE Data Collection Website
GENERAL

The CPI Data Collection application allows CPI Coordinators to transmit data via your web browser to the secured website of the Georgia Department of Education.  This guide is designed to provide step-by-step directions through the process of transmitting data transmission files and viewing the analyses of the applicable data.  

ACCESSING THE DATA COLLECTION WEB-BASED APPLICATIONS

To access all Data Collection Information and Documentation and to transmit data to the Department of Education, it is highly recommended that you access our applications via the most recent version of Internet Explorer.  
You can log in either by using the following URL:

https://portal.doe.k12.ga.us/login.aspx?
Enter username and password to log in to the web applications to transmit data. 


OR

You can log in via the public website at http://www.gadoe.org/
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DO NOT reveal your User ID and Password to anyone.  You and your Superintendent are responsible for the data entered under your ID and password.  After the user ID and password are entered, the system will complete the login process. 

TO ACCESS THE DATA COLLECTION USER DOCUMENTATION:

From the Department of Education homepage, you can access the Data Collection Information and Documentation, by scrolling over the Data Reporting column heading and then selecting Data Collections.  This will take you to the posted documentation, which does not require a password.  You will find end user documentation for CPI at this location.  It is highly recommended that users print this documentation and become familiar with all aspects of this documentation PRIOR to each data collection.  Please refer to this documentation any time you have questions.  Should the documentation not address your specific question, please contact the Customer Support (contact information is provided later in this document).
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Also, note that you can log in using the “Data Transmission” link below the documentation. This is handy if you are checking documentation and want to log into the portal at that time.

CPI FILE UPLOADS

When the login process is completed, the next screen that appears depends upon your level(s) of access. The levels of access are defined as follows:  

1. If you have access to CPI only, the CPI Transmission Status Menu screen, which will provide you with several different data collection cycles for CPI, will appear.  You should select the collection cycle for which you will be transmitting data. 

2. If you have access to multiple data collections, you must select the specific data collection you wish to access (CPI, FTE, etc.).  Please select CPI. The CPI Transmission Status Menu will appear and will provide you with several different data collection cycles for CPI.  You should select the collection cycle for which you will be transmitting data.

3. The next screen that appears will be the CPI Main Menu for Data Collection.  In order to upload a file to the GDOE website, please select FILE UPLOAD.   At this point, you should use the browse feature to retrieve the file created for upload.  In most instances, you will have saved this file on your hard drive or on your network.  

IMPORTANT – DO NOT MANUALLY TYPE THE NAME OF THE FILE YOU WISH TO UPLOAD INTO THE BLANK FIELD.  YOU MUST UTILIZE THE BROWSE FEATURE FOR THE UPLOAD TO BE SUCCESSFUL.  

To locate your data file, you may need to change the field “Files of type” to read “All files”.   Navigate to the directory where the file is stored on your personal pc (or network) and double-click the file name.  It will automatically populate within the Send this file: field.  

Select the File Upload button.

Note:  While the file is being transmitted, a message, “Please wait while we process your file” is displayed.  The length of the wait depends on the size of the file and the speed of your internet connection.

When your file is finished transmitting, you will be returned to the application Main Menu page.  An automated e-mail message will be sent to the user account that was logged in when your file is processed.  This message will either confirm that the file was processed successfully or that it did not process properly because of errors.  If there are errors and your file did not process, the e-mail will list those errors.
VIEW REPORTS

The Reports option will allow you to review any errors or warnings that occurred during transmission as well as CPI Analysis reports.  

 NOTE:  Reports are available after your file has successfully processed.   You can view the most recent processing time of your file by looking in the upper left corner of the Main Menu screen at the time stamp.  Also, one of three messages will be displayed on the Main Menu regarding processing status:   

1) “Your file has been submitted to the queue for processing. It has not yet been processed. Please view error reports at a later time.”

2) “Data have errors,” 

3) “Please enter comments on comparison report”, or 

4) “ready to Signoff” 
YOUR SYSTEM WILL RECEIVE AN EMAIL CONFIRMING THAT YOUR FILE HAS PROCESSED.  IT IS THE RESPONSIBILITY OF YOUR CPI COORDINATOR LOGGED IN TO MONITOR THEIR EMAIL TO KNOW WHEN THE FILE HAS PROCESSED SUCCESSFULLY OR UNSUCCESSFULLY.   

Reports may be accessed from the Main Menu by selecting “Reports”.  To display any of the reports, please select the link for the name of the report to be reviewed.   When you are in the reports section, click on the underlined blue text to view more detail of each item when available.  To return to the Main Menu, click on the “Return to Main Menu” link.   

VALIDATION ROUTINE

PLEASE REMEMBER THAT AFTER ANY ONLINE EDITS ARE PERFOMED, YOU MUST REVALIDATE THE DATA FOR YOUR SYSTEM BY SELECTING FROM THE MAIN MENU “VALIDATION ROUTINE”.   

UNLESS DATA ARE REVALIDATED, REPORTS WILL NOT BE UPDATED AND IF DATA ARE ERROR FREE, SIGNOFF STATUS WILL NOT BE RECEIVED.  

EDITS TO DATA AND RE-VALIDATION AFTER COMMENTS HAVE BEEN ENTERED:

PLEASE BE ADVISED THAT SHOULD EDITS TO DATA BE REQUIRED AFTER COMMENTS HAVE BEEN ENTERED ON THE COMPARISON REPORT AND SUBMITTED TO THE GDOE FOR APPROVAL, THESE COMMENTS WILL BE LOST UPON RE-VALIDATION.  PLEASE BE SURE TO PRINT A COPY OF ALL REPORTS, INCLUDING THE COMPARISON REPORT WHICH INCLUDES THE COMMENTS.
REQUESTS FOR ASSISTANCE
Should you need assistance with any aspect of reporting data, accessing our website or general questions regarding validation and edit rules for any data collection, please contact Information Technology Customer Support.


District Level

For the quickest response:
· You may also call Information Technology Customer Support at 
 1-800-869-1011.

OR
· You may email Information Technology Customer Support at 
dticket@doe.k12.ga.us.

Select “Data Collections” to access Documentation





Select “Login” to log  into  the portal to access Applications 


(CPI, etc)





Click on “Data Reporting” to access the drop-down menu…





Click here for CPI documentation





You can click here to log in after checking some documentation
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