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Training 
Overview

Adding new teachers to the roster

Editing current teacher information

Deleting a teacher who did not return 
to the program
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another

Replacing a teacher during the school 
year

Reporting credentials and Creditable 
Years of Experience (CYE)



Log in to PANDA



Log in to PANDA



NEWLY AWARDED CLASSES 
AND

EXPANSION CLASSES



Entering New Teacher Information



Click the site name



Click the class ID number

No Entry



Click button 



• Enter the teacher’s GaPDS
profile number.

• Enter the teacher’s last name 
exactly as it appears in the 
teacher’s GaPDS profile.

• Enter the teacher’s first name 
exactly as it appears in the 
teacher’s GaPDS profile.

• Enter the teacher’s Social 
Security Number exactly as it 
appears in the teacher’s 
GaPDS profile.

Entering Teacher Information



Entering Credential Information



• Teachers that have completed the 
GaPDS enrollment process will 
see a status of “Active” or 
“Pending” in the Account 
Information Summary section of 
their GaPDS profile. 

• Teachers that are qualified to 
serve in the lead teacher role will 
see “Qualifies for GA Pre-K 
Lead”.

• Until the lead teacher is enrolled 
in the GaPDS, the eligibility to 
serve in the assistant teacher role 
has not been established.

• Direct the lead teacher to provide 
a copy of the Profile Report.



Profile Report

Jasmine Smith

1234567

8 jazzy@email.com

jsmith



• Teachers that are qualified to 
serve in the assistant teacher role 
must have a career level of 4 or 
higher.

• Until the assistant teacher is 
enrolled in the GaPDS, the 
eligibility to serve in the 
assistant teacher role has not 
been established.

• Direct the assistant teacher to 
provide a copy of the Profile 
Report.



• Providers should enter the 
VERIFIED credential reflected 
in the teacher’s GaPDS profile.

• If a qualifying credential has not 
been verified, select Insufficient
from the dropdown list. Update 
the teacher credential when a 
qualifying credential has been 
verified.

• If the credential entered in 
PANDA does not reflect the 
verified credential in the GaPDS, 
the roster will be automatically 
updated in PANDA to reflect the 
verified credential in the 
GaPDS.

Entering Lead Teacher Credential Information



• Select the teachers 
VERIFIED credential from 
the drop-down list.

• Select the teacher’s degree 
major. The degree major 
should match the major in 
the teacher’s GaPDS profile.

• Select the appropriate 
Training Level if the 
credential selected is T5 or 
higher.

Entering Lead Teacher Credential Information



• Creditable Years of Experience is 
defined as all years taught as a full-
time lead teacher in a Georgia’s 
Pre-K Program with an approved 
credential and/or all years taught as a 
certified teacher in a K-12 public 
school.

• When counting CYE, do not include 
the 2022-2023 school year. Prior to 
the start of the 2023-2024 school 
year, PANDA will add 1 year of 
experience for 2022-2023.

• Only VERIFIED qualifying 
experience should be counted.

Entering Creditable Years of Experience (CYE)
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• Pre-K Providers are responsible for 
verifying a teacher’s CYE prior to 
reporting it in PANDA.

• Appropriate verification 
documentation:

• Teacher Contracts
• Letters from human resources or 

former employers
• Experience/Employment verification 

forms

• The following should not be used:
• Employment applications/resumes
• Data from the GaPDS
• Teaching certificates
• Training certificates
• Data from the Teacher Retirement 

System

Verifying Creditable Years of Experience

2023
DECAL Academy 
12345

GaPSC Credential, T5 or higher

555-555-5555
08/01/2023

22

0123456

Smith

Jasmine

999-99-9999



• Enter 08/01/2022 for 
the begin date even if the 
teacher may have worked 
earlier (e.g., teacher 
preparation in July) or 
started later.

• This begin date is critical to 
payment processing and 
must match the Start Date 
value displayed in the Site 
Details section.

• Failure to indicate that a 
class was staffed with both a 
lead and assistant teacher on 
08/01/2022 will result in a 
gap in teacher service. The 
August Pre-K payment 
cannot be processed 
when there is a gap.

Entering Begin Date

08/01/2022

08/01/2022



• Changes cannot be made to:

• Name

• Social Security Number (SSN)

• Creditable Years of Experience 
(CYE)

• Email requests to correct Name 
and SSN to 
panda.teachers@decal.ga.gov

• To request a CYE change, submit 
the Creditable Years of 
Experience Change Request Form 
to panda.teachers@decal.ga.gov.

Teacher Record Review

mailto:panda.teachers@decal.ga.gov
mailto:panda.teachers@decal.ga.gov


Save Teacher Information

Save Cancel



Save Teacher Information



Click button

123-45-6789



IF A TEACHER HAS NOT BEEN HIRED

• If a lead and/or assistant 
teacher has not been hired 
and multiple adults will staff 
the class, check the Multiple 
Substitutes Used box.

• Update the roster when a 
teacher has been hired and is 
working in the class.



CONTINUATION CLASSES



Entering New Teacher Information



Click the site name



CLICK CLASS ID



• If the teacher will not be 
returning to your program, 
use the Delete button to 
remove the teacher from your 
roster. 

• The Delete button is only 
available prior to receiving a 
payment for the teacher.

Deleting a Teacher Record



• Use the Delete button to 
remove teachers who will not 
return to your program. 

Deleting a Teacher Record



CLICK Teacher’s Last Name

123-45-

6789



• Review the data for all your 
teachers. If the information is 
accurate, no action is required on 
your part. Exit the record.

• Email requests to change name 
and Social Security number 
(SSN) to 
panda.teachers@decal.ga.gov

• To request a CYE change, submit 
the Creditable Years of Experience 
Change Request Form to 
panda.teachers@decal.ga.gov.

Teacher Record Review

mailto:panda.teachers@decal.ga.gov
mailto:panda.teachers@decal.ga.gov


Changing Credential Information



• Click on the Credential 
drop-down

• Select the VERIFIED 
credential reflected in the 
teacher’s GaPDS profile.

• Enter the effective date of 
change.

• Credential information 
can be updated at any 
time during the school 
year.

Changing Teacher Credentials

123-45-6789



CLICK CLASS ID



Click button 



IF A TEACHER HAS NOT BEEN HIRED

• If a lead and/or assistant 
teacher has not been hired 
and multiple adults will staff 
the class, check the Multiple 
Substitutes Used box.

• Update the roster when a 
teacher has been hired and is 
working in the class.



Moving a Teacher from One Class to Another



• Select the site the teacher is 
moving to from the drop-
down list.

• Select the class the teacher is 
moving to.

Moving a Teacher from One Class to Another



• Select teacher type from the 
drop-down list.

• Change credential if 
applicable.

• Enter the begin date in the 
new class.

• Click Save.

Moving a Teacher from One Class to Another

08/02/2022



Moving a Teacher from One Class to Another



• Enter the teacher’s end date 
(last day physically working in 
the class). 

• Follow instructions in 
confirmation message. 

• Select Multiple Substitutes 
Used if a new teacher has not 
been started. 

Replacing a Teacher During the School Year

10/10/2022

123-45-6789



• Enter the new teacher’s information.

• The new teacher’s begin date should 
immediately follow the former 
teacher’s end date even if the begin 
date falls on a day Pre-K was not in 
session (weekend or holiday).

• Failure to enter a start date that 
follows the former teacher’s end date 
will result in a gap in teacher 
reporting. When there is a gap in 
teacher reporting, a payment cannot 
be processed for the class.

Add New Teacher’s Information
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CLICK CLASS ID

Petterson 
Bethany

GaPSC Credential, T4 Save In 
Progress



• Always review teacher data to ensure accurate reporting.

• Data entry will be used to calculate the August Payment.

• Enter the VERIFIED credential reflected in the teacher’s GaPDS profile.

• If a qualifying credential has not been verified, select Insufficient from 
the dropdown list. Update the teacher credential when a 
qualifying credential has been verified.

• If the credential entered in PANDA does not reflect the verified 
credential in the GaPDS, the roster will be automatically updated in 
PANDA to reflect the verified credential in the GaPDS

Closing Reminders



• Providers are responsible for verifying a teacher’s CYE prior to reporting it in 
PANDA. If CYE has not been verified, enter “0”. When the teacher’s experience has 
been verified, submit the Creditable Years of Experience Change Request Form to 
panda.teachers@decal.ga.gov.

• DECAL will conduct audits to verify program reported CYE and may request 
verification documentation used by the program. If verification documentation is 
not available to support the reported CYE, the roster will be updated to reflect the 
CYE verified by DECAL. The change could impact future Pre-K payments.

• Enter 08/01/2022 for each teacher’s begin date. Failure to indicate that a 
class was staffed with both a lead and assistant teacher on 08/01/2022 will result 
in a gap in teacher service. The August payment for the class cannot be 
processed when there is a gap.

• If a teacher will not be returning to your program, use the DELETE button to 
remove the teacher from your roster.

Important Reminders

mailto:panda.teachers@decal.ga.gov


PANDA Roster Support



PANDA Roster Support



Click 

+



• Panda.Rosters@decal.ga.gov

• Student data entry questions

• Panda.Teachers@decal.ga.gov

• Credential requirements, CYE, teacher data entry

• Panda.Support@decal.ga.gov

• Panda login credentials

Pre-K Roster Analyst of the Day

• 404-656-5957

Additional Support

mailto:Panda.Rosters@decal.ga.gov
mailto:Panda.Teachers@decal.ga.gov
mailto:PreKInclusion@decal.ga.gov


Questions



Georgia's Pre-K Program

PANDA Roster System: Teacher Data Entry


