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Managing Teachers 

The Class Reporting Manager is designed for providers to enter teacher and student data at the 

beginning of the school year with the ability to maintain it in real time. The system will utilize 

the data entered from the CRM and approved calendar to calculate monthly payments for 

teacher salary. The Primary Authorized User, Project Director, Site Director, and Data 

Management Users are the only roles who can enter, edit, and/or view teacher data. 

To manage the Teachers, perform the following steps:  

1. Go to the Class Reporting Manager tab on the left panel. 

 

You will be directed to the Class Reporting Manager page. 

2. Click the Manage button on the desired Site tile. 

 

You will be directed to the Site details page. 

3. Click the Teacher Data tab to access the Teacher Data page. 



Adding a Teacher 

To add a teacher to the site, perform the following: 

1. On the Teacher Data tab, click the + Add Teacher button. 

 

You will be directed to the Add Teacher page. 

 



2. On the Teacher Information section, go to the Search Teacher section and enter the 

below information: 

a. Enter the First Name in the First Name textbox. 

b. Enter the Last Name in the Last Name textbox. 

c. Enter the value in the PDS Number field. 

d. Enter the last four digits of SSN in the Last 4 digits of SSN field. 

e. Select the value in the Teacher Type drop-down list 

f. Click the Search button. 

 

3. On the Assign Teacher to the Class section, enter the following information: 

a. Select the class in the Class ID drop-down list. 

b. Select the date in the Begin Data field. 

 

4. After updating all the details, click the Save button. 

*After saving, a success message will be displayed on the page. 

 



Moving a Teacher 

The Move Teacher feature allows you to transfer a teacher to another site or another class.  

To move a teacher, perform the following steps: 

1. On the Teacher Data tab, select the Teacher of a particular class to move, then click the 

→ Move button. 

 

The Move Teachers pop-up window will be displayed. 

2. Select the Teacher you wish to move. Based on the selection, you must do one of the 

following: 

 

 



a. If you select the Move to Another Site radio button: 

i. Select the site from the Select the site to which the teacher(s) will be 

moving drop-down list. 

ii. Click the Submit button. 

 

*After saving, a success message will be displayed on the page and the site changes of the 

selected teachers will be reflected under the Teacher Data tab. 

b. If you Select the Move to Another Class, then; 

i. Select the class from the Select the class to which the teacher will be 

moving drop-down list. 

ii. Select the teacher from the Teacher Type drop-down list. 

iii. Select the date in the Teacher Begin Date in New Class field. 

iv. Select the date in the Teacher End Date in Current Class field. 

Note: Teacher End Date in Current Class should be on or after the 

Teacher Begin Date in the New Class. 

 



v. Click the Submit button. 

 

*After saving, a success message will be displayed on the page and the class changes of the 

selected teachers will be reflected under the Teacher Data tab. 

 



Changing a Teacher Type 

The change Teacher type feature allows you to switch a role between teachers such as Assistant 

Teacher and Lead Teacher, as needed. 

To change a teacher, perform the following steps: 

1. On the Teacher Data tab, click the checkbox to select the Teacher, then click the Change 

Teacher Type button. 

 

The Change Teacher Type pop-up window will be displayed. 

2. To change the Teacher Type, enter the following information: 

a. Select the type from the Teacher Type drop-down list.  

b. Select the date in the Effective Date field. 

 



c. Click the Save button. 

 

*A success message will be displayed on the page, and the Teacher Type along with the Effective 

Date of the change will be shown in the Teacher Data section. 

Adding the Additional Staff 

The Add Additional Staff feature allows you to add Lead and Assistant teachers to your Pre-K 

Program for enhanced operational efficiency and program support. For example, inclusion 

classes require an additional staff to be added to the class.  

To add the additional staff to the site, perform the following steps: 

1. On the Teacher Data tab, click the + Add Additional Staff button. 

 

The Add Additional Staff pop-up window will be displayed. 

2. Click the Continue button. 



 

You will be directed to the Additional Staff page. 

3. On the Teacher Information section, go to the Search Teacher section and enter the 

below information: 

a. Enter the First Name in the First Name textbox. 

b. Enter the Last Name in the Last Name textbox. 

c. Enter the value in the PDS Number field. 

Note: Select the Teacher does not have a GaPDS Number checkbox if you do not 

have a PDS number. 

d. Enter the last four digits of SSN in the Last 4 digits of SSN field. 

e. Select the value in the Teacher Type drop-down list 

f. Click the Search button. 

 

4. On the Assign Teacher to the Class section, enter the following information: 

a. Select the class in the Class ID drop-down list. 

b. Select the date in the Begin Data field. 

5. Click the Save button. 



 

*After saving, a success message will be displayed on the page. 

Adding a Substitute Teacher 

This feature allows you to add/assign a substitute lead or assistant teacher when a teacher has 

not been hired for the position.  

To add a Substitute Teacher, perform the following steps: 

1. On the Teacher Data tab, click the checkbox to select the teacher, then click the 

Multiple Substitutes Used button. 

 

The Replace with MSU pop-up window will be displayed. 

2. Select the date in the Effective Date field. 



3. Click the Confirm button. 

 

*A success message will be displayed on the page. 

Closing a Teacher 

Users can manually close a teacher record by adding an end date, which is the last day the 

teacher worked in the classroom. Additionally, the system automatically closes all teachers at 

the end of the school year, setting the end date to the last teacher workday from the approved 

calendar.  

To close a teacher manually, perform the following steps: 

1. On the selected site > Teacher Data tab, click the Edit pencil icon in the Action column. 

 

*The Edit Teacher page will be displayed. 

2. In the Assign Teacher to Class section, update the End Date, then click the Save button. 



 

*The End date will be reflected on the page for the selected teacher in the Teacher Data section. 

Filtering a Teacher 

To filter the teacher data or to search for a particular teacher, perform the following: 

1. On the Teacher Data tab, click the Filter button. 

 

 

 

 

A pop-up will be displayed with the available filter options. 



2. Enter or select the required fields, then click the Show Results button. 

Note: You can use the Reset button to reset the filter options. 

 

 



Resolving Duplicate Teacher 

If the First Name, Last Name, PDS Number, Start Date, and End Date overlap with Teacher Data 

already submitted by another Provider, the entry will be flagged as a Teacher Overlap. In such 

cases, the Provider must update the Teacher Data using the Edit button in the Actions column. 

If the update is not completed within five days, then both the Providers will be notified to 

upload documentation verifying the teacher's employment and start date. 

 

To upload the required documents, perform the following steps: 

1. On the selected site > Teacher Data tab, click the Upload icon on the Action column. 

 

You will be directed to the Edit Teacher page.  



2. On the Upload Documents section, to upload the documents, click the Upload button. 

 

*Once the document is uploaded, the status will be changed to Submitted. 

3. Now, scroll to the Assign Teacher to a Class section. 

4. Update the Begin Date, End Date, and enter Comments, then click the Save button. 

 

The Teacher Multiple Reporting – Confirmation pop-up window will be displayed. 

5. Read the information on this pop-up window, then click the Continue button. 



 

*A success message stating that the “Teacher Data Updated Successfully” will be displayed on 

the page and the upload button will be removed from the Action column. 

 

 


