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Purpose of the Excessing Seniority Reports Tool on the Internet 

Excessing Seniority Reports display seniority for each pedagogue.   Now 
the user can go directly to the web and easily download the reports show-
ing pedagogical seniority in PDF format or online, as well as view informa-
tion in different ways. 

Logging onto Excessing Seniority Reports 

Go to www.nycboe.net. 
 
Click on “Administrative Tools” in the left panel. 
 
Choose “Human Resources Management”. 
 
Click on the link for Excessing Seniority Reports. 
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Accessing Excessing Seniority Reports 

The first screen is the Excessing Seniority Reporting Tool welcome screen, as dis-
played in Figure 1. 
 

 

To access Excessing Seniority Reports: 
 
1. Click on the link, “Seniority Reports”.  

The menu bar at the left has [5] items.   
 
Sign out: This link signs you out of the tool. 
Seniority Reports: This is the link to click on for the reports. 
Search Data: This link allows you to search for seniority information on a spe-

cific person. 
Documentation: This link brings up the user guide. 
Contact Support: This link shows you whom to contact for support. 

Figure 1: Excessing Seniority Reports Welcome Screen  

The Welcome Screen 

The Menu Bar 

Accessing Excessing Seniority Reports 

1 



Excessing Seniority Reports User Guide 

 

Date printed: 1/10/2005 2:35 PM  Page 4 of 8  

Accessing Excessing Seniority Reports (con’t) 

There are 10 reports.  Keep in mind that you can see only the reports that are rele-
vant to your position.  For example, a Principal can see just the reports for staff 
members in her/his school.  A Personnel Manager can see all reports from the re-
gional level down. 

School Excessing Seniority List by License Code 
School Excessing Seniority List by Special Education Program Code 
District Excessing Seniority List by License Code 
District Excessing Seniority List by Special Education Program Code 
Regional Excessing Seniority List by District by License Code 
Regional Excessing Seniority List by District by Special Education Program Code 
Regional Excessing Seniority List by School by License Code 
Regional Excessing Seniority List by School by Special Education Program Code 
Citywide Excessing Seniority List by License Code 
Citywide Excessing Seniority List by Special Education Program Code 

2 

6 

3 

5 4 

2. Click on the down arrow next to “Choose Report”.  Click on the report you want 
from the dropdown list. 

3. If you want to refine the results of your report, chose filters by Region, District 
and School. 

4. You can also filter by license.  When you click on “Search” a separate window 
will come up.  Please see Appendix A for the license lookup table. 

5. In addition, you can filter by Special Ed Program.  When you click on “Search” a 
separate window will come up.  Please see Appendix B for Special Ed Program 
Lookup table. 

6. Click on “Submit”. 

Figure 2: Seniority Reports Search Screen  
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Accessing Excessing Seniority Reports (con’t) 
Report Result 

The report will come up in a separate browser window in PDF format.  You can view 
or print this report, known as the “Excessing Seniority List”. 
 
You can print this report by click on the icon circled below. 

Figure 3: Citywide Excessing Seniority List by License Code  

To print, 
click here. 
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Doing a Search on a Person 

You can also search to get the Staff Seniority Profile of any one person.   
 
1. Click on “Search Data”.   
2. Fill out desired information for your query.   
3. Click “Search”. 
4. When you click on a person’s name, you’ll get the profile for that person. 
 

Figure 5 shows the results of searching for the seniority of a staff member, Daniel 
Berkshire. 

2 

3 

4 

Figure 4: Search Data Screen  

1 

Figure 5: Staff Seniority Profile  



Excessing Seniority Reports User Guide 

Date printed: 1/10/2005 2:35 PM  Page 7 of 8 

 
Appendix A: License Lookup 

This screen is a result of clicking on the “License: Search” button in the Seniority 
Reports screen (see page 4). 



Excessing Seniority Reports User Guide 

 

Date printed: 1/10/2005 2:35 PM  Page 8 of 8  

Appendix B: Special Education Program Lookup 

This screen is a result of clicking on the “Special Ed. Program: Search” button in the 
Seniority Reports screen (see page 4). 


