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General 

This section of the SC Educator User manual is for users entering data that the SC Department 
of  Education is required to collect on professional staff personnel to meet the requirements 
under the South Carolina Education Finance Act (EFA), the Education Improvement Act (EIA), 
and School Laws of South Carolina. The primary purpose of SC Educator is to catalog all 
professional staff employed by a district during the current school year to: 

1. Calculate EIA teacher salary increase (TSI), and teacher salary increase
fringe benefits.

2. Officially update the professional personnel file in the Office of Educator Services to
provide credit for total years of experience in education.

3. Provide information for funding regarding National Board, Teacher Supply and
Teacher Salary Supplement.

Logging in to the Application Web Portal 

You must first go to the South Carolina Department of Education (SCDE) website 
https://www.ed.sc.gov/ and select “LogIn”. You will see the screen below: 

This will take you to the Application Web Portal. The log in information is your SCDE User 
ID/E-mail and password. Your User ID is your email address that was used when you first 
established your SCDE Member Center account. You must have an account established with 
SCDE in order to access SC Educator (see Application Web Portal Account Access). 

https://www.ed.sc.gov/finance/financial-services/
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Application Web Portal Account Access 

If you need an SCDE Application Web Portal Account, select “LogIn” on the 
https://www.ed.sc.gov website This will take you to the Application Web Portal. Once in the 
Application Web  Portal, select “Create It”. District users will select “District/School Account”. 
The new member will then enter the necessary information to submit a request to their district’s 
Technical Support  staff. Please allow up to 24 hours for this process to be fulfilled. 

Once the new member has received a temporary password and has set up a new password, they 
will then reach out to the State SC Educator Coordinator to get access to SC Educator. Please 
complete the Professional Certified Staff User Request Form; scan and email to Melanie Cooper, 
Office of Finance, Financial Services Section, at Mcooper@ed.sc.gov. 

https://www.ed.sc.gov/
mailto:Dawilliams@ed.sc.gov
https://ed.sc.gov/finance/financial-services/pcs-information/professional-certified-staff-pcs-user-request-form/
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Logging In to SC Educator 

Once logged in to the Web Application Portal, click the SC Educator application folder on the 
left side toolbar under “Applications and Surveys”. Select the SC Educator folder, then select 
the SC Educator link.  

*New Feature* There is now an SC Educator Test Only link for testing purposes only.

When logging in to SC Educator, the first screen that users will see is the screen below: 
It will automatically take the user to the SC Educator SCDE Home Page. 
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SC Educator SCDE Home Page 
 

The home page has two roles that can be assigned by SCDE Admins; Certification and 
Compensation. 

 
Compensation Button defaults to the SCDE Compensation Home screen. This screen will 
display alerts and messages that the SCDE’s Financial Services office communicates to district 
users. 

 
 
 

Update/Forgotten Password 
 

If you are not able to log in to SC Educator (or the Member Center) and receive an error 
message, it is most likely because you have either forgotten your password or it has expired. 
Please contact the State SC Educator Coordinator to have your password reset or select “Reset 
It” on the Application Web Portal LogIn Screen. 
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You will receive a reset password link sent to your email. To reset the password, click on the 
link that was sent to the email entered. 

 

 
 
 

Fill in the required fields, click the reset button. 

 
 

Click the link to log in to SC Educator from the reset password confirmation email. 
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Logging Out 
 

Click the drop-down arrow next to the user’s name in the upper right-hand corner or click the 
log out navigation button from the SCDE home page. The system will automatically time out due to user 
inactivity. 

 

 
 
 
 

The user will be logged out and sent to the signed out screen. 
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Navigation Buttons 
 

Navigation buttons appear at the top of the SCDE compensation home page and all other 
screens. Compensation Users navigate in SC Educator by using these primary buttons: 

 
 
 

Navigation Buttons Navigates to: 
 

Staff Search Staff 
 Add Staff 

Technology Proficiency 
Upload Staff 

Action Buttons  
View Detail Remove 
Staff Terminate 
Undo Terminate 

 

Reports District Summary Report 
Salary Schedule Report  
Local Salary Supplement Report 
Person Areas 
Person Area Details 
Person Dual Modality Report 
Snapshot Report 
Staff Listing End of Year Report 
Staff Listing PDF Report 
Staff Listing Search 
Teacher Supply Listing Report 
Technology Proficiency Analysis Report 

 
Notification Center Notification Center 
  

 
Admin Manage FTE Hours 

 
User Log Out 
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Types of Users 
 

There are several types of SC Educator Compensation Users. The access to staff records and 
specified reports will depend on the role of the user. 

 
WEB PAGE COMPENSATIONDISTRICT COORD COMPENSATION DISTRICT 

SUPPORT 
COMPENSATIONDISTRICTTECHPROF 
ADMIN 

COMPENSATIONDISTRICTFUNDING 
USER 

COMPENSATIONDISTRICT 
USER 

Home Page X X X X X 

Staff      

District/School Location X X  X X 
Staff List X X  X X 

Detail (Cards) X X  X X 
Funding X X  X  

Certification X X  X X 
Staff Notes X X  X X 

Salary (Update) X X    

Add X X    

Update X X    

Delete X     

Terminate X X    

Change Status X X    
      

Reports X X X X X 

Technology Proficiency  X    

School X X X X X 
Detail X X X   

Technology Reports X X X X X 
Admin      

Import X     

Due Dates? VIEW ONLY VIEW ONLY  VIEW ONLY VIEW ONLY 
Support      

User Profile VIEW ONLY VIEW ONLY VIEW ONLY VIEW ONLY VIEW ONLY 
FAQ VIEW ONLY VIEW ONLY VIEW ONLY VIEW ONLY VIEW ONLY 

Contacts VIEW ONLY VIEW ONLY VIEW ONLY VIEW ONLY VIEW ONLY 
Documentation VIEW ONLY VIEW ONLY VIEW ONLY VIEW ONLY VIEW ONLY 

 
 

*PCS District Coordinator is now a Compensation District Coordinator* 
 

*PCS District Update User is now a Compensation District Support* 
 

*PCS Technology Proficiency User is now a Compensation District Tech Prof Admin* 
 

*PCS District Guest 1 User is now Compensation District Funding User* 
 

*PCS District Guest 2 User is now Compensation District User* 
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SC Educator Notification Center 
 

The Notification Center allows all SC Educator Compensation Users to view alerts and messages 
from the State SC Educator Coordinator. 

 

Messages 
 

View allows users to read each message separately by outlining the selected message. All messages 
will be displayed on the screen. Upon reading each message, click the Mark as Read button. Users 
may also select Read All on the Notification Center screen to display all of the messages at one 
time. 

 

 
 

The total number of unread messages shows on the Navigation Toolbar in orange next to 
Notification Center as well as on the Messages screen. 
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Read messages will be archived in the school year that the message was sent for future 
reference. 
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Manage FTE Hours 
 

*Optional* Setting the FTE Hours allows districts to calculate a position’s FTE. This can only 
be set up by a Compensation District Coordinator. 

 
Select Manage FTE Hours under Admin on the Navigation Toolbar. 

 

 
 

Districts will be able to set their hours based on the FTE hours required to be worked in a day, 
week, and/or month. This will be helpful for districts who cannot figure out how to calculate part- 
time employee hours. It is not required to fill out all three fields. Be sure to save so that the 
calculation will work correctly. 
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Calculating an FTE 
 

Calculating an FTE will be done under the Position Detail on the employee’s staff record. When a 
position is being edited or added, the FTE field will be at the top of the Position Detail box. If the 
Calculate FTE button is not able to be selected, see Manage FTE Hours. The FTE hours must be 
set up in order for FTE’s to be calculated. 

 

 
 

Select Calculate FTE, then enter the number of hours the employee will work in a day, week, 
and/or month (depending on which fields hours were entered into on the Manage FTE screen will 
be the options that show up on the Duration drop-down menu). Once a number has been entered, 
select Use Calculated FTE. The FTE will be calculated and entered into the FTE field. 
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Staff Tab – Search Staff 
 

This screen displays the district’s current staff listing. Users have the option to search their staff 
members by school, position code, last name, first name, certificate number, social security 
number, visa/international ID, and educator ID. A staff list will be produced based on the search 
criteria that was entered. Users can either view an employee’s staff record (eye icon) or based on 
the user role assignment, delete employee staff records (trash can icon). *Deleting an employee 
staff record can only be done by a Compensation District Coordinator* 
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Show Staff in Multiple Positions Only 
 
When “Yes” is selected in this field on the Search Staff menu, all of the staff in the school district that are 
currently or have worked in two or more positions this school year will populate in the search results. 
 
 
Show Staff with a Class Code Change Only 
 
When “Yes” is selected in this field on the Search Staff menu, all of the staff in the school district that have had a 
class code change (Bachelors to Masters, Masters to Masters +30, etc.) this school year will populate in the 
search results. 
 
To run a report in Excel for the employees listed under Class Code Change Only, select Export when the Search 
Results populate. 
 
To better understand how to handle staff with a class code change, see Class Code Changes During the School 
Year. 
 
Export Staff Listing 
 

If a user needs to view all of their district’s employees at once, they can select the Export button 
to generate an Excel report showing all of their current employees. 
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Staff Detail 
 

Employee staff records consist of the following categories: demographics, funding summary, 
position detail, professional licenses, certificates, education, and years of experience. 

 

Action Button – Eye Icon 
 

Search results return listings based on the search criteria users enter. View the employee staff 
record by clicking on the eye icon. 

 
 

Action Button – Trash Can Icon 
 

Remove employee staff records from the district’s staff listing by using the trash can icon. 
The trash can icon is only viewable for users that are in the Compensation District 
Coordinator role. 
 
Neither icon appears if the employee is not assigned to a district. In order to be assigned 
to a district, the employee’s staff record will need to have an assigned position. (See 
Adding Staff – New Employee) 

 
 
 

Searching for an employee from another district 
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When searching for an employee that is not in the assigned district, click on the Add Staff button 
from the Staff Search page. This will take the user to the Add Staff page. 

 
 

 
 
 

Enter any combination of available search fields (last name, first name, date of birth, SSN, 
educator ID, gender, race, or certificate number). Users may search using complete or partial 
first names and/or last names. The SSN must be entered without dashes and the last name must 
be input if searching by a SSN. Once the data has been entered, click the Search button. 

 
 

Example: John Smith’s last name has been used as a searchable field. He was previously 
employed at Chester County School District. 
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Adding Staff – New Employee 
 

The Add Staff navigation button allows users to search other school district staff listings to check 
if the new employee is employed at another school district before adding the new employee to 
their district. Users can find the Add Staff button at the bottom of the Search Staff screen or by 
going to the Navigation Toolbar and selecting Add Staff under the Staff option. If an employee 
shows up in the search results, see Adding a New Employee – Already in System. If an 
employee does not show up in the search results, see Adding a New Employee – Not in System. 

 
*If search results do not show up for a certified employee, please contact the State PCS/SC 
Educator Compensation Coordinator. Adding a new record for an employee that is already 
in the system can cause issues on the back end.* 
 

Adding a New Employee – Already in System 

 
 

Users will be prompted to enter the full SSN OR EDUCATOR ID for verification purposes. Click OK. 
 

 
*If an incorrect SSN/Educator ID has been entered, start over. 
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The new employee’s demographic, certificate (if available) and teaching experience information 
will display on the screen. The employee staff record is temporarily saved with a message at the 
top of the screen. 
 

 
 
 

 
A position code must be assigned in order to save the staff record and add the employee to the 
district’s staff list. 
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*The employee’s staff record is temporarily saved. Assign a position code to save the staff record 
to your district staff list. You can assign a position code and location, save the staff record and go 
back to it later to add other data. 
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A position must be assigned in order for an employee to be assigned to a district (see Position 
Detail). Once a position code has been assigned, the employee’s staff record will be added to the 
district’s staff list. 

 

 
 

Users have the option to scroll to the top of the computer screen and click Staff Search to return 
to their staff listing or click the Next Staff Record button to advance to the next record after 
reviewing an employee’s staff record. 

 
If the user searches for the added employee’s staff record, they will see that it has been added to 
their district staff list. 
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Adding a New Employee – Not in System 
 

If the search yielded zero results, complete the required fields on the Add Staff screen. Click Add 
Staff. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This will take users to the Add Staff page. Enter all of the employee’s information in the fields 
provided (last name, first name, date of birth, SSN, Visa/International ID (if applicable), Gender, 
Race and Certificate Number (if applicable). Click Search. *This will search through SC 
Educator to see if the employee already has an established staff record* 

 
 
 
 
 
 
 
 
 

Smith, John 
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If the employee does not have an established staff record, select Add New Person. 
 

 
 
 
A Classified Staff Only box will pop up to warn districts that they should only use this option for 
classified staff. If the employee has a certification, they should be found when searched. If the 
employee is not found, please reach out to the State PCS/SC Educator Coordinator to verify their 
information. Select OK.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
*If the employee is awaiting a certification, the district may proceed with selecting OK* 
 
 
 
The information entered when searching for the employee will remain in the designated fields. 
Users will enter any missing information for the employee to add them to their district. Confirm 
the SSN, then select Add to District. 
 

The employee’s new staff record has now been created, but not yet saved. If the user realizes that 
the information entered was incorrect, they may select Cancel next to the new employee’s name. 
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The employee staff record will still be searchable but is only able to be updated by the user who 
created the staff record. 

 

 
*Note: Cancel navigation button clears data, defaults back to the Add Staff to District screen. 

 
 

The new employee’s demographic, certificate (if available) and teaching experience information 
will display on the screen. The employee’s staff record is temporarily saved with a message at 
the top of the screen. 

 
 

 
 
 
 

A position code must be assigned in order to save the staff record and add the employee to a 
district’s staff list. 
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*The employee’s staff record is temporarily saved. Assign a position code to save the staff record 
to your district staff list. You can assign a position code and location, save the staff record and go 
back to it later to add other data. 

 
 

A position must be assigned in order for an employee to be assigned to a district (see Position 
Detail). Once a position code has been assigned, the employee’s staff record will be added to the 
district’s staff list. 

 
 

 

Users have the option to scroll to the top of the computer screen and clicking Staff Search to 
return to their staff listing or clicking the Next Staff Record button to advance to the next staff 
record after reviewing an employee’s staff record. 

 
If the user searches for the employee’s staff record, they will see that it has been added to the 
district staff list. 
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Updating Staff 
Actions – Update 

 
Demographic or key information is displayed. The following fields (last name, first name, middle 
name, DOB, SSN/International number, Gender, and Race) can be updated by clicking the down 
arrow next to the Actions navigation button and clicking Update. *The Update button will only 
appear under the Actions navigation button if the employee does not have a certificate. 

 
 

 
Enter updated information, click the save button. 

 

Smith, John 
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As users update an employee’s staff record, the SSN’s must match. 
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“Remove succeeded” √ Remove succeeded 

Removing Staff 
Actions – Remove Staff 

 
Removing an employee staff record will remove the employee from the district. An 
employee should only be removed if they have not worked in the district during the 
current school year. Users will be prompted to confirm by clicking the Remove Staff or 
Cancel navigation buttons. Compensation District Coordinators are the only users that 
can remove an employee. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
message appears indicating staff record has been removed. 

Funding summary and position detail associated with the district will be deleted. 

Demographics, professional licenses, certifications, education, and experience 
information will remain in the system without an assigned district so that other districts 
are able to find the employee if they are hired. 



 32 

Terminating Staff 
Actions – Terminate Staff 

 
Users will terminate an employee when the employee leaves their school district during 
the current school year. Users can manually enter the termination date or select the 
termination date by using the calendar (the calendar appears when the Termination Date 
field is selected). 

 
 

 
Example: March 26, 2019, is the termination date. 

 
The termination date can be entered manually, or by clicking March 26th from the 
calendar pop up box. 
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√ Undo terminate succeeded 

Select the termination reason from the drop-down menu, click Terminate. 
 

 

message appears at the top of the screen. 
 

Termination date appears in the Demographics box. 
 
 

 
The position detail box will be able to be updated after an employee is terminated. 

 

Undo Termination 
Actions – Undo Termination 

 
To undo a termination, click on the down arrow beside the Actions navigation button, 
click Undo Termination. 

 
A message appears at the top of the screen. 

√ Terminate succeeded 
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Click Staff Search to return to main staff page, or click the Next Staff Record navigation button 
to view another employee’s staff record. 
 

 

Funding Summary 
 

Funding summary salary breakdown shows the Total Salary, State Minimum Salary, Total TSS, 
Federal Funds, Total Local Supplements, and the NBC date for the current and previous school 
year (if applicable). Teacher Salary Supplements (TSS) will appear for position codes marked 
with a funding indicator. Please refer to the SC Educator position code list. 
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Position Detail 
 

Displays position code information. This box will be repeated for each position an employee 
has. Depending on assigned SC Educator user role, users will be able to add, edit or remove 
(delete) position(s). 

 
Add Position – Select Add Position from the Position Detail box. 

 
 
 
 
 
 
 

 
 

Enter the employee’s position information in the fields. FTE, Position, School, First 135 Days 
Employed, Total Days Employed and Salary all required information to be entered in order for 
the position to be saved. 

 
The Start Date should be the first day that the employee starts their position. The End Date field 
should be used for employees that leave a position to start another position within the same 
district. If the employee leaves the district, they should be terminated. 

 
The 135-Day field starts on the first day for teachers. For instance, if the teachers start on August 
13th, that will be the first day of 135-day. This rule goes for all employees in all positions, except 
employees that start a week later (such as Aides, Nurses, etc.). A calendar should be kept for 
each district to determine the accurate 135 days for employees. 

 
 

After the data has been entered, click the Save button. 
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message appears at the top of the screen. 
 
 

An Employee in Multiple Positions in a District 
 

SC Educator allows employees to have multiple positions in one district, as long as: 
 

• The FTE does not exceed 1.0 
• 135-Days for all positions does not exceed 135 total 

√ Position Added 
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Position Detail – Edit Position 
 

The example below updates an employee’s staff record. The employee is currently coded as a 1.0 
08-Classroom Teacher. The teacher works part-time and will only be working 100 days out of 
the 190. The FTE needs to be adjusted, as well as the first 135-Days Employed, Salary, and Total 
Days Employed, where applicable. Select the Edit Position button to update the current position 
box. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter updated information (FTE, First 135-Days Employed, Total Days Employed, Salary) then 
click Save. 

 

 
confirmation message appears at the top of the screen. √ Position(s) Updated 
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The updated employee’s record will display the updated position box. It will also calculate the 
TSS Funded FTE and the TSS amount based off of the updated information. 

 
If an employee is placed in a certified required position and they are not certified, a message will 
display after saving the position. 

 

 
 
Edit All Positions 

 
Users can edit an employee’s current position or edit multiple positions simultaneously. 

 
Click the Edit All Positions navigation button to update multiple positions for the same 
employee. The example below contains updated information for the start/end date and salary. To 
save the updates, click the Save All button. To restore original data that was previously listed on 
employee’s staff record, click Cancel. 
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√ Remove succeeded 

 
Position Detail – Remove Position 

 
To remove a position, click the remove position button. 

 

 
 

A delete or cancel message will prompt you to either cancel or delete the staff record. 
 

 

A message appears at the top of the screen. 
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Professional Licenses 
 

The Professional Licenses box will allow the Compensation User to enter the license number of 

the employee and select the type of professional license from the Professional License Type 
drop-down menu (if applicable) 
 

The Save button generates a 
screen. 

confirmation message at the top of the 

 
 

 
 

Users have the option of deleting professional license numbers, license types or both. The 
trashcan icon will remove saved information. Users will be prompted to either click the cancel 
or delete button. 

 

√ Professional License Added 
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Certifications 
 

The Certification box is View Only for Compensation Users. 
 

The information in this box is pulled from the Certification side of SC Educator. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you have any questions regarding the Certification box, please reach out the Office of 
Educator Services. 
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Education 
 

The Education box is View Only for Compensation Users. 

The class and degree information are listed. 

The information in this box is pulled from the Certification side of SC Educator. 
 

 
 
 
 
 
 
 
 
 
 
 

 

If you have any questions regarding the Education box, please reach out the Office of 
Educator Services. 

 

Experience 
 

The Experience box is View Only for Compensation Users. 
 

The experience box displays total years of experience and experience by school year maintained 
in the certification system. Experience data is displayed in real time. 

 
The information in this box is pulled from the Certification side of SC Educator.
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If you have any questions regarding the Experience box, please reach out 
the Office of Educator Services. 

 
 
 
Setting 135 Day Completion Flag 

 
This is used when districts have completed their 135-Day updates. Users 
will click “135 Day Update Complete” on the SCDE Compensation 
Page/Notification Center 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A confirmation message will prompt the user to confirm setting the 135-
Day completion flag. 

 

 
Clicking the OK button indicates that the district’s 135 day update is 
complete. A 135-update message appears indicating your update is 
completed. 
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If the Compensation User decides that their 135-Day update is not complete 

after initially setting the 135-Day completion flag, they may click the 135-
Day Update Uncomplete button. The SC Educator system will default back to 
Set 135-Day Update Complete status. 

 
135-Day Update Uncomplete button indicates 135-Day updates have not been completed. 
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Reports – Staff Listing Search 
 
 

 
District: This field should only be the user’s district 

 
School: This field allows users to select the school(s) they are wanting to run a 
report on. If there is one or more schools, users can click on the school/district 
office one by one. If all schools are needed to be seen in the report, nothing 
needs to be selected. 

 
Show Terminated Staff Only?: This Yes or No drop-down field allows users 
to select whether or not they would like to see only terminated staff. 

 
Show Staff in Multiple Districts Only?: This Yes or No drop-down field 
allows users to select whether or not they would like to see only staff that are 
showing up in another district. (Please contact the State Coordinator if there are 
employees showing up on this report that you know belong in your district 
only) 

 
Position Code: This field allows users to select the position(s) they are wanting 
to run a report on. If there is one or more position codes, users can click on the 
position codes one by one; Or by typing in either the number of the position 
code or the name of the position to select the results. If all position codes are 
needed to be seen in the report, nothing needs to be selected. To remove your 
selection(s) from the position code field, click the X. To collapse the position 
code drop down list, move your cursor away from the list and click anywhere on 
your screen. 

 
To run a full Staff Listing Search report for your district, leave the school and 
position code field blank then select Search. 

 
The first page of the Staff Listing Search results will be in alphabetical order 
by last name. Each page displays ten employees. 
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Filtering the Staff Listing Search 
 

The headers of the Staff Listing Search results are able to be moved around in 
the order the user wants them to be in. For instance, if the user wants the “Name” 
header to be first, they will click and drag “Name” before the “District” header. 

 
 

 
 
The headers can also be removed from the current Staff Listing Search by 
clicking the three dots next to any header title, selecting “Columns” and 
unchecking any headers that are not needed. 
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Users may also filter a specified column by using the filter option under the 
three dots. (Show items with value that: is equal to, is not equal to, is less than, 
is null, etc.) 
 

 

Exporting the Staff Listing Search to Excel 
 

With one click, users can export the Staff Listing Search to Excel. The report 
will be the same as a Staff Listing Report from PCS. 

 
 

 
The Excel Report will generate and show up at the bottom of the screen. 

 

Click on the Excel report to open with Microsoft Excel. Be sure to save the report. 
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Staff Listing Saved Searches 
 
*New Feature* 
 
The saved searches are the searches that the State PCS/SC Educator looks over 
to ensure that the employees are in the system as accurate as possible. The 
districts should look over the saved searches to verify their employee staff 
records. This is one of the most helpful tools in SC Educator! 

 
 

Class Code Changes During the School Year 
 
This report shows the employees who have received an updated degree or certification during 
the current school year. To update the information for certified employees, the district will need 
to update the salary for both (or all) positions based on their district calendar dates and the date 
the class code change occurred for that position as well as updating the number of days 
employed and first 135 days fields. The salary should be updated based on the number of days 



 49 

the employee worked in that class code for that position. Currently, the split of the positions due 
to class code changes is going by the Richland One school calendar (hopefully within the next 
two years SCDE will be able to add all district calendars in the system to better calculate the two 
fields). The salary on the newest position with the most up-to-date degree should be updated if 
there is a salary change. The position codes that require this change are: 03, 04, 05, 06, 07, 08, 
10, 11, 17, and 85. 
 
To update the information for non-certified employees, districts will need to update the salary 
for both (or all) positions based on their district calendar dates and the date the class code 
change occurred for that position as well as updating the number of days employed and first 135 
days fields. For instance, if John Doe is a retired teacher (09) and just received his Bachelors + 
18, a district will adjust the salary and number of days for both the Bachelors and the 
Bachelors  + 18. The salary would be adjusted for both positions based off of the number of days 
worked for each. The position codes that require this change are: 09, 18, 36, 37, 39, and 40. 
 
These changes are very important for funding purposes. 
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Reports Tab – Staff Listing Report 
 
 

 

The Staff Listing Report works the same way as the Staff Listing Search except it cannot be 
filtered by the column headers. This is a PDF only version of the Staff Listing Search report. 

 
District: This field should only be the user’s district 

 
School: This field allows users to select the school(s) they are wanting to run a report on. If there 
is one or more schools, users can click on the school/district office one by one. If all schools are 
needed to be seen in the report, nothing needs to be selected. 

 
Show Terminated Staff Only?: This Yes or No drop-down field allows users to select whether 
or not they would like to see only terminated staff. 

 
Show Staff in Multiple Districts Only?: This Yes or No drop-down field allows users to select 
whether or not they would like to see only staff that are showing up in another district. (Please 
contact the State Coordinator if there are employees showing up on this report that you know 
belong in your district only) 

 
Position Code: This field allows users to select the position(s) they are wanting to run a report 
on. If there is one or more position codes, users can click on the position codes one by one; Or by 
typing in either the number of the position code or the name of the position to select the results. If 
all position codes are needed to be seen in the report, nothing needs to be selected. To remove 
your selection(s) from the position code field, click the X. To collapse the position code drop 
down list, move your cursor away from the list and click anywhere on your screen. 

 
To run a full Staff Listing Report for your district, leave the school and position code field blank 
then select Search. 

 
The Search navigation button generates the Staff Listing Report based on the search criteria. 

School 
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Staff Listing Report Example 
 

The example below contains searchable data from a high school with position codes 06 – Special 
Education (Self-Contained) and 07 – Special Education (Resource). 
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Report Navigation Bar 
 

Left Side of Navigation Bar: 
 

Toggle Sidebar Find Previous Page/Next Page 

 
 

Toggle Sidebar – the Toggle Sidebar allows users to view the pages on a sidebar as thumbnail 
view 

 
Find – the Find button allows users to find specific words/values throughout the report 

 
Previous Page/Next Page – the Previous Page and Next Page buttons allow users to go to the 
previous or next page of the report 

 
Page – the Page field allows users to enter the page number of the report they are wanting to 
view 

 
Middle of Navigation Bar: 

 
Zoom Out Zoom In Automatic Zoom 

 
 
 
 
 
 
 
 

Zoom Out – the Zoom Out button allows users to zoom out of the report 
 

Zoom In – the Zoom In button allows users to zoom in to the report 
 

Automatic Zoom – the Automatic Zoom button allows users to select the size of the report, 
from a drop-down menu, they would like to view 

Page 
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Right Side of Navigation Bar: 
 
 
 
 

Presentation Mode Print Download Current View Tools 
 
 
 
 
 
 
 
 

Presentation Mode – the Presentation Mode allows users to view the report in presentation view 
 

Print – the Print button allows users to print the Staff Listing Report as a PDF only 
 

Download – the Download button allows users to download the Staff Listing Report as a PDF 
only 

Current View – the Current View button allows users to view the report in a new window by 
right clicking and selecting “Open in New Tab” or “Open in New Window” 

Tools – the Tools button allows users to select other options from an open menu 
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Downloading Search Results 
 

The Staff Listing Report can be exported in Excel or as a PDF by using the Export 
button. 

 
 
 
 
 
 
 
 

If the user selects to download the report to Excel, the file will show up at the bottom of 
the screen. Select the file to open it in Excel. 
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You can choose to save the excel document, (Excel>File>Save As>Browse>Name your 
document>Save) or click on the X in the upper right-hand corner of your computer 
screen to close Excel. The screen will default back to the SC Educator Staff Listing 
Report screen. Select the Reset button to clear searched data. 

 

Teacher Supply Listing Report 
 

This report is used to distribute funds for all position codes that are eligible to receive Teacher 
Supply Funds. 

 

 

 
District: This field should only be the user’s district 

 
School: This field allows users to select the school(s) they are wanting to run a report on. If there 
is one or more schools, users can click on the school/district office one by one. If all schools are 
needed to be seen in the report, nothing needs to be selected. 

 
Show Terminated Staff Only?: This Yes or No drop-down field allows users to select whether 
or not they would like to see only terminated staff. 

 
Show Staff in Multiple Districts Only?: This Yes or No drop-down field allows users to select 
whether or not they would like to see only staff that are showing up in another district. (Please 
contact the State SC Educator Coordinator if there are employees showing up on this report that 
you know belong in your district only) 
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Once “Search” is selected, the District Name and Total Staff will appear in the report. To 
generate the report that shows employees that are eligible to receive Teacher Supply Funds, 
select the arrow to the left of the District Name. 
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District Summary Report 
 

The District Summary Report shows the demographics for the user’s district. 
 
 
 
 
 
 
 
 
 
 
 
 

This report can be exported to Excel by clicking the Export to Excel button. 
 
 
Salary Schedule Report 

 
To view the State Minimum Salary Schedule, the district users can select Salary Schedule 
Report under Reports. The Salary Schedule drop-down gives users the option to select the State 
Minimum Salary Schedule by the year it was created. 

 
Select the year then select View. 
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National Board Certificates Report 
 

To view the current list of NBC certified employees in your district that are eligible to receive 
NBC funds, select National Board Certificates Report under the Reports tab. This report can be 
viewed by school or ran for the entire district by selecting Search. 

 

This report can be exported to Excel by clicking the Export to Excel button. 



 59 

Technology Proficiency Analysis Report 
 

The Technology Proficiency Analysis Report shows the District Code, District Name, Total 
Number of Required Employees that need to be Technology Proficient, Required and Not 
Expired, Required and Not Expired Percent, Required and Expired, Required and Expired 
Percent, Required and Missing, and Required and Missing Percent. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This report can be exported to Excel by clicking the Export to Excel button. 
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Technology Proficiency 
 

To view the entire Technology Proficiency list for your district, click on the Search button. 
 

Technology Users can perform specific searches by selecting any or a combination of the 
following search criteria: *school, position code(s), last name, first name, technology proficiency 
expiration date, SSN and Visa/International ID. 

 
 

 

District: This field should only be the user’s district 
 

School: This field allows users to select the school(s) they are wanting to run a report on. If there 
is one or more schools, users can click on the school/district office one by one. If all schools are 
needed to be seen in the report, nothing needs to be selected. 

 
Position Code: This field allows users to select the position(s) they are wanting to run a report 
on. If there is one or more position codes, users can click on the position codes one by one; Or by 
typing in either the number of the position code or the name of the position to select the results. If 
all position codes are needed to be seen in the report, nothing needs to be selected. To remove 
your selection(s) from the position code field, click the X. To collapse the position code drop 
down list, move your cursor away from the list and click anywhere on your screen. 

 
Last Name: This field is optional. Users may look for an employee’s Technology Proficiency 
information by their Last Name. 

 
First Name: This field is optional. Users may look for an employee’s Technology Proficiency 
information by their First Name. 

 
Technology Proficiency Expiration Date: This field is optional. Users may look for employees 
with expired Technology Proficiency dates by entering a specified date. 
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Social Security Number: This field is optional. Users may look for an employee’s Technology 
Proficiency information by their Social Security Number. 

 
Visa/International ID: This field is optional. Users may look for an employee’s Technology 
Proficiency information by their Visa/International ID. 

 
Technology Proficiency: This True/False field is optional. Users may look for employees that 
have Technology Proficiency dates entered (True) and employees that do not have Technology 
Proficiency dates entered (False). If users would like to see all employees that are required to be 
Technology Proficient, they will select ANY. 

 
Search results screen. 

 

 
To edit the Technology Proficiency Effective Date and the Technology Proficiency Expiration 
Date, users will select the pencil under the Action column. This will open up the fields so that 
the accurate dates may be entered. 

 

 
A calendar box appears when users click on Technology Effective Date or the Technology 
Expiration Date fields. 

 
The Technology Expiration Date field will automatically set the expiration date to Five Years. 

 
 

Click SAVE. 
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Edit Multiple Staff Button 
 

You can edit multiple employee records using the same technology proficiency effective date by 
selecting the Edit Multiple Staff button. 

 
 

 
To select more than one employee, click the small arrow next to the Name column. Users will 
have the option to Select Current Page employees, Deselect Current Page employees, or Deselect 
All employees. Users also have the option of selecting the selection box of each employee they 
would like to edit. These selection boxes will only display when the Edit Multiple Staff button is 
selected. 

 

 
Click SAVE. An update succeeded message appears. Employee name drops off the search 
results list. 

 

 
This report can be exported to Excel by clicking the Export button. 
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Uploading Staff to SC Educator 
 

Only a Compensation District Coordinator has access to upload XML files that are generated 
from their accounting system. 

 
Select Upload Staff under the Staff tab. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You will then select the XML file that is to be uploaded into SC Educator by selecting Select 
Files. Once you select the file to be uploaded, the system will read the file and produce listings of 
what was detected from the uploaded file. 

 
Errors – Shows any errors and the reason that were found within the data in the file 
Added – Shows all the records marked with the ‘Add’ Action from the XML file 
Updated – Shows all the records marked with the ‘Update’ Action from the XML file 
Deleted – Shows all records marked with the ‘Delete’ Action from the XML file 
Terminated – Shows all records that have a Termination Date from the XML file 
Missing – Shows all records that are in SC Educator that are not on the XML file. 

• These records will remain in SC Educator 
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The Accept button allows the records to be moved from the XML file into SC Educator (except 
for the records that had an error). The Reject button will terminate the upload completely. 
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Import from School District Accounting Software – Instructions 
 

There will be no limit to how many records can be imported. 
 

There will be no limit on how many positions can be imported for one staff member. 
 

Import Record Layout 
 
 

 

 
 

Gender Codes 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Yes 1-29-19 Local Teacher Supplement will be required. 
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Race Codes 
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Professional License Types 
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Staff Import Schema 
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Formulas for TSS 
 

Certified Positions that Receive TSS 
 

Code Desc 
03 Special Education (Itinerant) 
04 Prekindergarten (Child Development) 
05 Kindergarten 
06 Special Education (Self-Contained) 
07 Special Education (Resource) 
08 Classroom Teacher 
10 Library Media Specialist 
11 Guidance Counselor 
17 Speech Therapist 
85 Psychologist 

 

Certified TSS Formula 
 

(First 135 Days Employed / 135) * FTE * ((Annual Salary – Federal Funds) / Annual Salary) * 
(TSS Amount from Salary Schedule) 

**If the 135 days equals 135 and there are no Federal Funds, locate the employee’s number of 
years and class code to compare it to the State Minimum Salary Schedule to get the total amount 
of TSS that the employee should be receiving** 

Formula Breakdown for Certified TSS 
 

1. Determine percentage (decimal amount) of the number of days worked in the first 135 
days 

 
First135DaysEmployed/135 

 
2. Determine the Funded FTE 

 
FTE * (Salary – Federal Funds / Salary) 

 
3. Multiply Steps 1 and 2 

 
4. Find the TSS amount on the State Minimum Salary Schedule on the employee’s total 

years of experience and class code 
 

5. Multiply the results from Step 3 by Step 4 
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Non-Certified Positions 
 

Code Desc Note 
09 Retired Teacher Must have current certificate to receive funding 
18 ROTC Instructor  
36 School Nurse  
37 Occupational/Physical Therapist 
38 Orientation /Mobile Instructor  
39 Audiologist  
40 Social Worker  

 
Non-Certified TSS Formula 

 
((Salary – Federal Funds) * current EIA Factor) / 1 + current EIA Factor 

 
**The EIA Factor can be found on the current State Minimum Salary Schedule posted on 
ed.sc.gov** 

 

http://www.ed.sc.gov/


Date Authorized 
Signature 

Revised 05/23/22 

PCS User Request Form 
Office of Financial Services 

1429 Senate Street 
Columbia, SC 29201

 
Email | mcooper@ed.sc.gov 

• This form is for District employees to receive access to PCS. Please refer to page 4 in the PCS User Manual
for a detailed description of each user role (https://ed.sc.gov/finance/financial-services/manual-handbooks-
and-guidelines/). You may also reach out to your State PCS Coordinator, Desiree Williams, if you have any
questions or concerns about the roles.

• An authorized signature by the immediate supervisor of the employee requesting access is needed.
• Please allow 24 hours for any requests to be processed.

Please print the information legibly 

District Name: 

District Number: 

Employee Name: 

Email Address: 

Phone Number: 

Job Title: 

Type of Request: 

Add   Remove Update  

User Role: 

District Coordinator Update User Guest User Technology User 
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