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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 towww.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 Welcome Screen

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

The Menu Bar

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.

Accessing Excessing Seniority Reports

Figure 1: Excessing Seniority Reports Welcome Screen

DIVISION OF HUMAMN RESOURCES - CORPORATE SYSTEMS Welcorme Jenny Wan

Excessing Seniority Reporting Tool

The purpose of this application is to provide seniority information used for staff excessing and transfer
decisions. Seniority reports for regular teachers are available in seniority rank order by citywide, district
and school. The search data facility provides a method for viewing specific seniority information based on
search criteria.

USER INFORMATION

USERID
jwan@nycboe.net

ROLE
5TM

NYC.GOV Government | office

To access Excessing Seniority Reports:

1. Click on the link, “Seniority Reports”.
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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. 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 @

Excessing Seniority Reporting Tool

SENIORITY REPORT

* Denotes a required field,

*thoose Report:
<
| Citywide Excessing Seniority Listby License Code w
Region: District: School: 3
[Select > v
USER INFORMATION |I.ast Name: l |First Name: l EIS ID:
_USERID b a License: Special Ed. Program: L)
ROLE 4 4
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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
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Doing a Search on a Person

You can also search to get the Staff Seniority Profile of any one person.

Click on “Search Data”.

Fill out desired information for your query.

Click “Search”.

When you click on a person’s name, you'll get the profile for that person.

PwONPE

Figure 4: Search Data Screen

on of Human Resources - Corporate Systems Welcome Jenny Wan

Excessing Seniority Reporting Tool

SEARCH DATA

Region: District: School:

[select == v
Last Name: First Name: EIS ID:
[Berkshire | [ [ |

License: Special Ed. Program:
USER INFORMATION |:|Qarch |:|Qarch search

USERID
jwan@nycboe.nat

ROLE : - Sp. Ed. Program
5TM

oL o9 X022 SUSAN | BERKSHIRE 1239059

DAMIEL BERKSHIRE

JOHMATHAM BE RKEHIRE 1239089

MELODY BE RKSHIRE 1238059 4188

JAMNE BERKSHIRE 1230039

Res

Governrnent | Office of the

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

Figure 5: Staff Seniority Profile

Staff Seniority Profile

Close Window

Staff Last Name: BERKSHIRE Staff First Name: DANIEL

EIS ID.: 1539265 Seniority: 041000

Region: 01 District: 72

School Location: Payroll Dist. Location: X475
Employee status: IRK Probation Status: ¥
List Date: 09/05/00 List Code: TT
Randomly-Generated Score: 700

City Wide Ranking

License Code: 115 5p. Ed. Program Code: |

District Wide Ranking

License Code: 16 5p. Ed. Program Code: |

School Wide Ranking

License Code: 1 5p. Ed. Program Code: |
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Appendix A: License Lookup

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

2 License Lookup - Microsoft Internet Explorer

Enter License Code /Llicense Descripton or a part of DescHdption you want to search: 0
| | | Search |
License Search Results
Description
012e 012 -BILIMGUAL GUIDAMCE COUNSELOR YIDDSH - DES Select
013e 012 -BILIMGUAL ATTEMDAMNCE TCHR CANTOMESE - OTH Select
014g 014p -BILIMGUAL MATHEMATICE WIETHAMESE - DHE Select
0158 0158 -BILIMGUAL MATHEMATICS WIETHMAMESE - JHS Select
0178 0178 -BILIMGUAL GUID SOUM HAITIAM CREOLE - SEC Select
0128 0128B -BILIMGUAL CAFETERIA CATER SPANISH - DHS Select
a19e 0198 -BILIMGUAL ELECTRICAL ©CC SPAMISH - DHS Select
0z08 0Z0B -BILIMGUAL EARTH & GEM SCI CHIMESE - DHS Select
0z1e 0Z1B -BILIMGUAL HOMEROUMD SPAMISH - DAY Select
0228 0ZZB -BILIMGUAL LIBRARY MAMDARIM - SEC Select
0238 023B -BILIMGUAL HEALTH HAITIAM CRECLE - DHS Select
0248 0Z4B -BILIMGUAL MATHEMATICS URDU - DHS Select
0z27e 0278 -BILIMGUAL COMMON BRAMCHES YWIDDISH - DES Select
I T ———_—— 0 s
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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).

-2} Special Education Program Lookup - Microsoft Internet Explorer

Epecial Education Program Looku
ot pescepun ——— uea |

FI0B PROGRAM DOES NOT EXIST OM TABLE FILE
7E1B PROGRAM DOES NOT ERIST ON TABLE FILE
FI0B PROGRAM DOES NOT ERIST OM TABLE FILE
S00B PROGRAM DOES NOT ERIST OM TABLE FILE
BE1 BILIMG SPECIALIZED IMST EMWIROMMENT 1
BEZ BILIMG SPECIALIZED IMSTR EMVIRCHMENT 3
BES BILING SPECIALIZED IMSTR ENVIROMMENT 5
BEE BILIMG SPECIALIZED IMSTR EMVIROMMEMNT &
BE7 BILIMG SPECIALIZED IMSTR EMVIROMMENWT 7
BE1 BIL MODIFIED IMSTRUCTIOMAL SERWICE 1
BE4 BIL MODIFIED IMNSTRUCTIOMNAL SERWICE 4
BSS BIL MODIFIED IMSTRUCTIOMAL SERVICE S
EDEY EDUCATIONAL EVALUATOR

HCME HOMEBCUMND IMSTRUCTION

HOSsP HOSPITAL CLASSES

Select
Select
Select
Selact
Select
Select
Select
Select
Select
Selact
Select
Select
Select
Select

Selsck

|
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