
    

          

 

      

  
 

 
 

 
  

   
  

   
 

 
   

  
  

    
   

 
   

 
 

 

  
   

  
  

    
   

 
   

 
 

 

  
 

   
  

  
    

   

 
   

 
 

 

 
     

 
 

   
 

 
 

  
     

 
 

   
 

 
 

  
 

     
 

 
   

 
 

 
 

  

How to Complete a New or Modify an Existing Personnel Data Inventory or Agent Permit Application 

The following chart outlines who at what type of institution requires a Personnel Data 

Inventory Form or Agent Permit Application to be submitted on his or her behalf. 

Type of 
Institution* 

Accreditation 
Status 

Campus 
In GA? 

Who Needs a Personnel 
Data Inventory Form? 

Who Needs an Agent 
Permit? 

In-State 
Based 

Accredited Yes All department heads (ex. 
deans/ division chairs, 
administrative directors/ 
supervisors) of the institution 
and Edvera access contacts. 

Any individual whose 
primary role is to recruit 
Georgia residents. No 
personnel form is also 
required. 

Out-of-
State Based 

Accredited Yes All department heads (ex. 
deans/ division chairs, 
administrative directors/ 
supervisors) of the institution 
and Edvera access contacts. 

Any individual whose 
primary role is to recruit 
Georgia residents. No 
personnel form is also 
required. 

Out-of-
State Based 
(Online) 

Accredited No All department heads (ex. 
deans/ division chairs, 
administrative directors/ 
supervisors) of the institution 
and Edvera access contacts. 

Any individual whose 
primary role is to recruit 
Georgia residents. No 
personnel form is also 
required. 

In-State 
Based 

Unaccredited Yes All faculty and staff of the 
institution. 

Any individual whose 
primary role is to recruit 
Georgia residents. No 
personnel form is also 
required. 

Out-of-
State Based 

Unaccredited Yes All faculty and staff of the 
institution. 

Any individual whose 
primary role is to recruit 
Georgia residents. No 
personnel form is also 
required. 

Out-of-
State Based 
(Online) 

Unaccredited No All faculty and staff of the 
institution. 

Any individual whose 
primary role is to recruit 
Georgia residents. No 
personnel form is also 
required. 

*Each “Type of Institution” should be assessed by its individual qualities regardless of the presence of additional 
authorized campuses. GNPEC reserves the right to request additional personnel/agent documentation, if need be. 
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Sign in 

State of Georgia 
NONP UBLIC POSTSI::CO. DAR Y 
EDUC/\ TTON COM~'ITSSTO~ 

State Authorization Management System 

New user? 

• Please select the "New User?" button to establish log in credent ials. 

Email 

Remember Me F-orgot your password? 

Each application must be completed to its fullest.  The application will be evaluated and approved or 

denied individually.  Though the required number of individual personnel data inventory forms and 

agent permit forms to be submitted has been reduced, it is the responsibility of the institution to 

attest that the institution adheres to the Minimum Standards regarding administrator and faculty 

credentials. Please note that a Personnel or Agent Permit Application being approved before the 

institutional application is approved does not mean that the Application for Initial or Renewal 

Authorization is complete. 

1. Log into the system at http://ga.edvera.com. 

2. To begin an application for new personnel or agents or to modify previously approved personnel 

or agents, select the “Documents” tab at the top of the screen. 
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EDvera - (9 GeoTaia Dashboard Documents @ Iii TEST • 

Dashboard 

Institution Information Regulatory Information 

Organization Name test 8-2 Certificate Number # 

Accreditation Agencies 

Contact Information 

Physical Address test street 
test city AR 12345 

Mailing Address 

Phone Number 

Fax Number 

Web Address http://test.com 

1' Edit Phone. Fax, and Web 

EDvera. • Georaia Das111>oart1 0ocumen1:s O fil nsr · 

Documents 
In Progress D 
Se h by Name or for Q No available actions ...- + Start Document ...-

• Name Status 

No ••~ rmncn.dyour -...re-h crl1•rt•. 
Cbclc ~•Mf" 10 ... •II ,-.M'(• eoa,n ----

3. Click the “+ Start Document” drop down menu to the right to create a new document. 

4. You will then see the documents listed that you can create (as seen in the screenshot below). 
Once you choose which document to create, Personnel Data Inventory application, New Agent 
Permit application, Personnel Data Inventory Change application, or Agent Permit Change 
application, you will be brought to that document's introduction page. For the purpose of these 
instructions, first, screenshots for new Personnel Data Inventory applications and then 
Personnel Data Inventory Change applications will be provided.  The process for applying for 
new or modifying existing agents is the same. 
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EDvera - ,. Geoya\a Dashboard Documents Help ■ test test " 

Documents 
In Progress Document Archive 

Right chck a row to 0' edrt or x delete a document subm1ss10n 

Search t>y: Name or For C Reset RefneSean:h 

.., Name For 

No items matched your search criteria. 

Click "Reset" to see all results again. 

No entn·es found 

I, ...... ---······I 

Status 

No available actions • + Start Document • 

At.creditation Change Application 

Agent Permit Change Application 

Audit Only ExempUon 

Bond Only Exemption 

Cosmetology SChool Exemption 

Financial Information 

Initial Authorization Application 

Initial Religious Exemption 

New Accreditation Application 

New Agent Permit Application 

New Notification Document 

New Program Application 

Personnel Data Inventory 

Personnel Data Inventory Change 

Program Change Application 

Religious Exemption Renewal 

Renewal of Authorization ApplicaUon 

EDvera - il""Geor.gia Dashboard Documents O IIJTEST -

Personnel Data Inventory 

To get started, select a user record for th is person from the list below or click the'+' button to add a new one. 

I TEST TEST . 

111111 

EDvera - r,. Georaia 

Persomel oaa l,ventcry New User ( Back 

Please enter the email address of the user you would 11<:e to actt ano cl ck "Next" wtien you are reedy to proceed. 

Career 

5. To create a new personnel, you must add him/her as a “user” by selecting the “+” icon. 

6. Enter the email address of the new personnel for which the application is being submitted, and 

select “Next”. 
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EDvera - r GeoTaia. Dashboard Documents O Ill TEST • 

Personnel Data Inventory Add User < Back 

Email testpersonnel@personnel.com 

Name First II Last 

~ Cancel 'denotes reqwred field 

EDvera - • GeOTBia. Dashooard Documents O !ii TEST • 

Personnel Data Inventory 

To get st3rttd, stltct a user record for this person from the list below or cllck tht '+' button to add a new one. 

Test Personnel (testperso .. + 

11111 

EDvera - 9 GeOTBia D.shbo.td ilocU'Tleflts f} II TEST • 

Personnel Data Inventory 
Subrrission C.Omments G Status: ~ History 

Contact Information 

First Nam9 Test 

Last Name Personnel 

Name Of Current 
l r1sl i.uliu11 

Current Job Title 

Principal Duties / lv~a Of 
Inst ruction 

Professional and/or Trade Licensure 

Trade License# 

Lii.:er1se lssue1 /Type 

TraOO License# 

License Issuer / Type 

Bf"lrint 

Enail testpersonnel@personnel.com 

Phone Nurrber 

CUTent Hours Per Week 

Effective 

j Expires 

Effective 

Expires 

7. Fill out the requested information and select “Save”. 

8. Now that you have added the user, you can select his or her name from the dropdown list and 

click “Continue” to fill out and submit the Personnel Data Inventory form. 

9. Please fill out all contact, licensure, education, employment, and disclosure information to its 

fullest and submit.  Application forms lacking information will generate an error message 

preventing the user from submitting the application. 
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Education 

High School Name And 
/!ddress 

From 

To 

College Name .And 
Address 

From 

To 

Graduate School Name 

And Address 

From 

To 

Other School Name And 

Address 

From 

To 

Employment Experience 

List TIOSt recent posi:ioos first. 

From 

To 

t-rom 

To 

Employer And ~ dress 

From 

Tu 

Employer And f.Ddress 

r rom 

To 

Employer Ind l\ddrocc 

D Diploma or equivalent received 

Degree Received 

Major/Mnor 

Degree Received 

Major!Mnor 

Degree Received 

Major!Mnor 

Posit i:in 

Hou-s Per Week 

/, 
01rti~ 

t-ios1ton 

Hou"S Per Week 

/, 
Duties 

PcisitiJn 

Hou::. P~r w-k 

Duties 

Position 

Hou-s Per Week 

Duticx:: 
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Other Disclosures 

1. Ha s this employee been d ismissed Of otherwise terrnnated by a previous e mployer? Identify the employer(s) and explan the crtumstances of the termi\ation 

O Yes O No 

2. If requested by the Gecxgia Nonpublic Postsecondary Education Commission, wouk:l this employee be able to furnish of1eial transcfl)ts from al institutions which he or she attended? 

O Yes O No 

3. Has this employee ever been convicted for violation of any federal, state, or local law oroolinance (excludhg minor traffic violatioos)? If yes, explain. Provide dale(s)and loc.atioo(s) 

below. 

O Yes O No 

4. Miitary SeNice 

0 Nooe O Cuirently Active O Discharged O Other 

Branch 

From 

To 

Certification 

I terlify that al of the data and i'lformation i'l ttws appication are true. «lfl'l)lele and conect to the best of my mowtedge and beief I recognze that l'ICOOl)lete or i"laccU"Bte 
ilformatioo may re5'A in denial orre,,ocation of a Certificate of Authofization for the instiMion at which I am~. I authorize the retease to the Georgia Noopltllic 
Postsecooda,y Education Cormnsion l!illY i'lfoonation pertneot to its personnel standards and reg.jatioos 

IA'1"ee 

Addmonal Documentation 

If there is any additional documentation to be submitted with this application, please atta ch it here. 

'\ To attach a flle drag & drop here or click to choose 

General Comments 

If necessary, coovnents may be provided below in oo:lerto provide additional clarif1eation wittl regards to items Of content submitted oo this page 

Save and Exit Save Submit 

EDve ra - <r Georaia Oaahboard Documents G Ii TEST ... 

Documents 

Search bf I\OO"le or For 

r ,.. Name 

o !!!!! Approval 1'ol' Name R~ ervatlon 

Dts,ofaying 1 A<.kJ reqw sr 

Fo.-

0--.her Approval: W,18-2 (2016-08-02} 

No a.-ailab e ~ctioris ... + New D<x:i..rT,enl ... 

A::etedltatlon CM,ge Appllutlon 

Agent Permit Chai ge Appllutlon 

Audi: Only En 1mpti::m 

eond On"y E.xen-.plon 

co,n-.etok>gy Sehool Exe"l)'los 

FlnMicla n"orrnatlon 

lnit al AJthorizatio1 Application 

lnit al Rel ;;riovs Exemption 

Nev• A::c,edl'lallon Ap~leat on 

Ne¼' A9err: PerM I Ap~leat on 

Nev• Notif1cotion Documenl 

Ne-,. Program Application 

Personnel Data nventory 

Persor,nel D11L'I lnvento,y Change 

Progrom Change App icati<ln 

Rel giOU'S Exemption Rene,...,al 

Renewal of Alr.horizatlon Applle.fflr 

10. To modify an existing personnel, select “Personnel Data Inventory Change” application under 

the “+New Document” tab. 
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- <l""GeoTaia Dashlloaro Docm1et11s G m/TEST • 

Personnel Data Inventory Change 

To get started, select a user record for this person from the list below to update 

Test Personnel (testpersonnel • 

11. Select the name of the personnel for whom changes need to be made, and then select 

“Continue”. 

12. The information from the most recent submission will automatically populate; therefore, you 

need only to update any information that requires revision.  However, any forms lacking 

information will generate an error message preventing the user from submitting the application. 

NOTES: 

New Agent Permit and Agent Permit Change Applications 

The process for completing New Agent Permit Applications or Agent Permit Change applications is the 

same as the process outlined above for personnel. 

Removing Previously Approved Personnel and Agents 

To remove previously approved personnel or agents, please contact your Regulatory Specialist with the 

names of the individuals who are no longer associated with your institution.   

Reviewing Previously Approved Personnel and Agents 

During each year’s Renewal of Authorization application, it is the responsibility of the individual 

completing the application and making the attestations to review the information provided regarding 

previously approved personnel and agents to ensure that all the information provided from the previous 

years’ applications is still current. 
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