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(If necessary) Mass update employee experience

Personnel > Utilities > Mass Update > Employee

Note: This process is typically not performed until before the start of your September payroll.
You must verify that service records have already been run before proceeding. If you delay this
process, ensure that employee experience is updated for each applicable group.

If necessary, increment the years of total professional and non-professional experience, and the years
of district professional and non-professional experience for employees with July contracts.

Additionally, you can use this page to increment the prior years of teaching experience for those
individuals in a teaching role. The Prior Teaching Experience is the total number of years that an
individual has previously held a teaching position in one or more education institutions. This
information collected during the PEIMS Core Collection: Class Roster.

e The Prof Experience Yrs and Non-Prof Experience Yrs should be incremented

i e This process must be completed prior to the PEIMS fall submission.
in separate instances.

Total (Prof) Experience:

Paramsters |

Pay Statlus @ Artive Dl-mrl -, {j. Bath ;
Primary Campus: | & v] Payoll Daty |- -|E
Pay Type | 1 Contracted ermploges v] . )
Py Camgus (A v]  Frequency [& Manahiy TR -
bty Cnghi |.-‘-I.. Ul
Contract Begn Date: v|  Salary Comcept | All w
fucrual Code [-l"-l.. v]
Contract End Date v] Extract |0 [ |
Pay Grade: :_L ]
Contract Monghs. J Empiloyee Nbe :]:
Prior 'y Emp Dates | §0-00-0000 "
EMPLOYEE RESPOMNSIBILITY
Reset Ussdate Expevience Modify | Erecute ]
[ Extractin v ALt From Tio
T F riEnoe Area Code
(ICESA Report) IF Ernplesrnent Date = 01-18.203% Zip Code
|:| Take Retiree Surchange e E District {Prof) Experience
|:| MY Take Ret Surchg v If Emplowment Diate < 01-18-2025

Total (Non-Prof) Experience:
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Parameters Besst
Pa Startus O Active O inactive (8) Both
Primary Campus: [AIL v] Payotf Diate: :]
Pay Type | 2 MHon-contracted emp V] c [ I
Pay Camgus: Al ~| F Manthly CYR
Job Code: [au | [ ] requency: [ 6 Monthly € -]
Comtract Begin Date: w e &
Accrual Code: AL - Salary Concept: [ All ~]
Contract End Date: [ v]  Extract i [ v
Contractbiontns: [ employeeno: [ i
Prior ¥r Emp Date:
EMPLOYEE RESPONSIBILITY
Rt Updaste Expersence Moy
Qeesco : fom
)
O ety (53] | 0T P s [N S a—
reesareon R S BN s —
[[] Take Retirce Swurcharge ' - [ District (Pref) Experience
[ N¥ Take Ret Surehg - if Employment Date < [ ]

D Em ment Type Diistrict (Non-Praf) Experience
D Retices Ermployment Type H Employrment Date < 01-18-2025

Total (Mo Prof) Experience

i Employment Date < 01-18-2025

D Prier Teaching Expericnce

H Employment Date < = ]
o Cotes E—"

[ Creditatie Year of Service [ v

Use the Personnel > Reports > Personnel Reports > HRS1100 - Employee Verification Report to verify
the accuracy of the years of experience.

Prior Teaching Experience:

Use the Job Code field to select specific job codes where the prior teaching experience should be
updated.

The employees who match the selected parameters and the selected job codes will have their prior
teaching experience updated. If an employee has multiple jobs included in the job code selection,
their employment record is only updated once.
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Heset

u] Payodl Date:

Ok

Parameters
Pay Status @.ﬂu:lwn Olﬂ:lfb\-'!" {:IBaLh

Primary Campus: |_A|I.
Pay Typae | 1 Contracted employes 'H'l

Pay Campus: |,ﬂ.|,|,
Job Code [ ~|

Contract Begin Date:

Acerual Code [Au

Pary Graste

Pricr ¥r Emp Date

EMPLOYEE RESPOMNSIBILITY
Reset
[ extract i

D Unemployment Eligibility
[ICESA Repart)

[] Take Retiree Sarcharge

Contract End Date: [

Contract Monthes:

Update Exp Co

)

D Totsl (Prof] Expernc:
I Employment Date <
[ Digtrict {Prof) Experience

|:| Ermployment Type

————
[ Retiree Employment Type | v

[ credable Year of Service -

] MY Take Ret Surchg Y -

It Empleyment Date <

==
==

D District (Mon-Prof) Experience

It Employment Date <

D Total (Han-Prof] Experience
LEmoiaent Dote o

—

[ ]

Prigr Teaching Experience

If Emplosgment Dabe <

lab Codes:

01-18-2075

""l Feogqisency; [E Manthly CYR 'H]
I"'] Salary Concept: [.ﬂ.ll v]
~] exsaio [ ]
emploveerior: s
Mot | Enmcute I

From To

O — —
Zncose (] )
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