
Georgia's Pre-K Program

PANDA Roster System: Student Data Manual Entry 



Student Data Entry

• Entering student data

• Required 
documentation for 
student data entry

• Submitting roster to 
DECAL

• Avoiding/addressing 
data entry issues

Overview



Pre-K Roster Reporting Dates

Pre-K Providers’ Operating Guidelines (18.6)

ROSTER OPEN FOR ENTRY COUNT DATE DUE DATE

1 8/1/2023 9/8/2023 9/15/2023

2 10/2/2023 11/3/2023 11/13/2023

3 12/8/2023 1/12/2024 1/19/2024

4 2/9/2024 3/8/2024 3/15/2024



• Provides instructions for 
the manual student data 
entry process and the 
upload process.

• The Student Data Training 
Document and additional 
PANDA resources 
are  posted on the PANDA 
Resources webpage. The 
Resources webpage can be 
accessed from the PANDA 
dashboard via the Help 

button.

PANDA Student Training Document



PANDA Provider User Roles

Provider Management 
Role

• Perform all tasks that 
providers are authorized to 
perform

• Enter roster and wait list 
data

• Submit rosters to DECAL
• Set up PANDA accounts for 

employees

Provider Roster Role 

• Enter roster and wait list 
data

• Cannot submit rosters to 
DECAL



Count Date 
• Date providers verify students who 

are enrolled and physically 
attending in their program.

• Students who have physically 
attended the program but are 
absent on the count date should be 
reported on the roster.

• Children whose parents have 
submitted enrollment paperwork 
but have not attended a scheduled 
Pre-K instructional day should not 
be reported.

• Any changes occurring after the 
count should be reported on the 
next roster.

Due Date 
• The roster and waiting lists 

should be submitted by close 
of business on the due date.

• It is very important that the 
roster is submitted on time.

• The October - May payments 
will be based on roster data, 
and the data will be reviewed to 
determine proration of 
operating costs.

Count Date and Due Date



• Manual Data Entry
• Each student is entered via the 

Add Student screen in PANDA.

• Upload Process
• Program creates student upload 

file(s) and uploads 
student information in bulk to 
PANDA.

• Available until the first roster 
has been submitted for the 
class.

• This option is available 
for public and private providers.

• Programs using Infinite 
Campus, PowerSchool, ASPEN, 
or ChildPlus should use the 
upload process.

Entering Student Information Options



Entering Student Information 
in PANDA



Entering Student Information in PANDA

Gather the following prior to student data entry:

• Attendance Records

• Student Documentation
• Pre-K Registration Form

• Age Documentation

• Residency Documentation

• Social Security Card or Student Social Security Number 
Information Form (Appendix B)

• Category One Documentation (if applicable)

• Roster Information Form (Appendix D)



Log in to PANDA



Log in to PANDA



Entering Student Information



Click the site name

2024



Click the class ID number

2024



Click       button 

123-45-6789

123-45-6789

2023-2024

8/1/2023
9/8/2023
9/15/2023

8/1/2023 8/1/2023

8/1/2023 8/1/2023 8/1/2023



Entering Student Information
2023-2024

9/8/2023
9/15/2023

8/1/2023



• Available to Summer 
Transition Program (STP) 
providers that offered the 
Rising Pre-K Program.

• Copy students from the 
Rising Pre-K roster to the 
Pre-K class roster.

Copying Students from Rising Pre-K Roster

Sofia

Isabella

Danie

Gabriel

Catalina

Diego

Sara

Juan

Lopez

Sanchez

Garcia

Gomez

Ramirez

Flores

Cruz Aaron

Castillo Santos

Ortega

Ortiz

112

112

112

112

112

112

112

112

112

112



• Enter the child’s last name and 
first name exactly as they appear 
on the age document.

• Enter the child’s full middle name 
exactly as it appears on the age 
document.

• If the age document does not 
include a middle name, enter NMN 
to indicate No Middle Name.

• Select the appropriate suffix from 
the drop-down list if applicable.

• Enter the child’s date of birth 
exactly as it appears on the age 
document.

Entering Student Information



• Enter the child’s Social 
Security number exactly as it 
appears on the Social Security 
card. 

• If the parent chose not to 
submit the Social Security 
card, leave the field blank. 

Entering Student Information



• Parents who chose not to 
provide a Social Security card 
should complete the Student 
Social Security Number 
Information Form (Appendix 
B).

• In the SSN Waiver Reason 
section, select the appropriate 
checkbox next to the Waiver 
Reason. 

• A Social Security Number can 
be added at a later time. 

Entering Student Information



• Select gender from the drop-
down list.

• Select the appropriate numeric 
number assigned to the child’s 
birth.

• Indicate if the program 
transports the child to and from 
the program on a regular basis.

• Select the appropriate socio-
economic indictor for the child 
(Category One or Category 
Two).

• Refer to Sections 2.4 and 2.5 of the 
Guidelines for Category One and 
Category Two definitions.

Entering Student Information



• DLL (Dual Language Learner)
• Yes: Child speaks multiple 

languages

• No: Child speaks one language

• IEP (Individual Education 
Plan)

• Yes: Child has an IEP 

• No: Child does not have an IEP

• Funding Source
• Lottery: Pre-K funds only

• Blended: Pre-K funds and Head 
Start funds

Entering Student Information



• Select Ethnicity and Race 
from the drop-down list.

• Use the Roster Information 
Form (Appendix D)

• If the parent declined to 
answer, select “Information not 
provided” on the roster

• Parent/Guardian Information
• Use the Roster Information 

Form (Appendix D)

Entering Student Information



Entering Student Information

Refer to the Roster 
Information Form
• Parent/Guardian Information
• Ethnicity
• Race
• Dual Language Learner (DLL) 
• Multiple Birth Information
• Individualized Education Plan 

(IEP) 
• Category One Designation



• Begin Date in Class is the 
child’s first day physically 
attending the class.

• Refer to the student 
attendance records to ensure 
accurate reporting of the begin 
date.

• The Student Begin Date 
cannot be prior to 8/1.

• The Student Begin Date 
cannot be after the count date.

• Any change occurring after the 
due date will be reported on 
the next roster,

Reporting Begin Date in Class



• Students who are enrolled 
and receiving instructional 
services on the count date

• Students who are absent on 
the count date but attended 
prior to the count date.

• Students who received 
instructional services at least 
one day.

• Students who start after the 
Count Date

• Students who have 
enrollment forms and 
documents on file but have 
not attended.

Reporting Students on the Roster

DO REPORT  DO NOT REPORT



• End Date in Class is the 
child’s last day physically 
attending the class.

• Refer to the student 
attendance records to ensure 
accurate reporting of the end 
date.

• The end date cannot be after 
the count date.

• Any changes occurring after 
the count date will be 
reported on the next roster.

Reporting End Date in Class



• Use Add Returning 
Student to add a student 
who has withdrawn and 
returns to the program.

• A list of students who 
have withdrawn will 
display.

• Select the returning 
student(s) from the list.

Adding Returning Students to the Pre-K Roster



Student Record Review

555-55-5555

8/1/2023



2023-2024



2023-2024

9/8/2023
9/15/2023

8/1/2023



Updating Student Information

• You cannot make changes to name, date of 
birth, and Social Security number after 
saving the entry.

• To request a correction, submit the  Roster 
Correction Request Form to 
panda.rosters@decal.ga.gov

• The form is posted at 
http://decal.ga.gov/PreK/ProjectDirectors.as
px

• DO NOT close and re-enter the student. This 
creates a new student ID number and results 
in duplicate student reporting.

mailto:panda.rosters@decal.ga.gov
http://decal.ga.gov/PreK/ProjectDirectors.aspx
http://decal.ga.gov/PreK/ProjectDirectors.aspx


Updating Student Information

To correct 
Gender, 
Multiple Birth, 
and IEP, click the 
hyperlink to open 
the field menu 
options.

555-55-

5555



Updating Student Information

To change 
Transportation 
and 
Socio/Economic 
designation, click 
the student’s last 
name to open the 
Student 
Information 
Screen.

555-55-

5555



Changing Transportation and Socio/Economic Designation

• Click Change Trans/Socio.

• Enter the correct values for 
Transportation or Socio-
Economic designation. 

• Enter the effective date for 
each field changed. 

• Click Save.

2023-2024

8/1/2023

4/27/2019



Changing Transportation and Socio-Economic Designation

555-55-

5555

• Two student records 
appearing on the roster 
is not an error.

• Refer to page 43 and 44 
of the PANDA Student 
Training Document for 
additional information.

555-55-

5555



Moving a Student from One Class to Another

2023-2024

9/8/2023

9/15/2023

8/1/2023



Moving a Student from One Class to Another



Submitting Pre-K Rosters



Submitting Your Pre-K Roster

123-45-

6789

123-45-6789

123-45-
6789

8/1/2023

8/1/2023 8/12/2023

8/1/2023 8/12/2023
8/12/2023

8/15/20238/15/2023

8/12/2023



123-

45-

6789

123-

45-

6789

8/1/2023 8/12/2023

8/12/20238/1/2023

8/12/2023

8/12/2023



Review the roster status for the class. 

22

2024



The site roster is ready for submission.

44

2024



The Continue 
button is only 
available to 
individuals with 
the Provider 
Management 
role.

Submitting your roster to DECAL

44

2024



The Submit button 
is only available to 
individuals with the 
Provider 
Management role.

Submitting your roster to DECAL



Submitting your roster to DECAL

44 Submitted

2024



Confirmation Email

A confirmation email is sent from DECAL when a 
roster has been successfully submitted.

The email includes a count of the number of 
classes that were submitted.

If all classes were not submitted, review the roster 
to see which class was not submitted successfully.

Repeat the submission steps for classes that were 
not submitted.

Submitting your Pre-K Roster



Avoiding Data Entry Errors



Du

Duplicate Students

• Students who are reported on 
more than one roster in the same 
reporting period.

• Providers are notified via email.
• Notification includes steps for 

resolving the issue.

Avoiding Data Entry Errors



• Name 
• Date of Birth
• Social Security Number
• Gender
• Start Date
• End Date

Duplicate students can result from 
entering an incorrect:

Avoiding Data Entry Errors



Incorrect Social Security Number

Bright from the 

Start, Inc. 

Wally Kids, LLC

5/17/2019

5/17/2019

8/1/2021

8/17/2023

8/14/2021

Avoiding Data Entry Errors 

DECAL 

Academy
12345 8/1/2023 8/14/2023

66789Wally Kids



Attendance Overlap

2/1/2019

2/1/2019

8/1/2023

9/1/2023

Avoiding Data Entry Errors

Wally Kids, LLC. 

Bright from the Start 

Academy, Inc. 

Wally 

Kids

DECAL 

Academy

12345

66789



• Use attendance records when entering start and end 
dates for students.

• Contact families of children who have been absent.
• Enter name, birthdate, and gender exactly as they 

appear on the age document.
• Enter any suffix, hyphen, or apostrophe only if it is 

present on the age document.
• Enter all names listed on the age document.
• Enter NMN (no middle name) only for students that 

do not have a middle name on the age document.

Avoiding Data Entry Errors



Use

Use a clear copy 
of the Social 
Security card.

Provide

Provide parent 
the Social 
Security Number 
Information 
Form only when 
the parent 
chooses not to 
provide a Social 
Security card.

Leave

Leave the Social 
Security number 
field blank if no 
Social Security 
card is provided. 
Enter the reason 
for Social 
Security number 
waiver in the 
designated area.

Enter

When the Social 
Security card is 
provided, enter 
the child’s Social 
Security number 
in PANDA by 
clicking the 
Populate SSN 
button on the 
roster. 

Avoiding Data Entry Errors



• Children who have attended one or more instructional days should be 
reported on the roster. This includes children who have physically 
attended but are absent on the count date.

• Submit the roster on or before the due date. The October – May 
payments are based on roster data and the data will be reviewed 
to determine proration of operating costs.

• Prior to saving a student record, review the data entry to ensure 
accurate reporting.

Important Reminders



Additional Support



PANDA Roster Support



Click 

+

Georgia’s Pre-K Updates and FAQ



• 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

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: Student Data Entry
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