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Overview 
The Personnel Report Selector from the old Personnel System offers a credential report 
that districts can use to track credentials and credential expiration dates based on the 
credential information recorded at SCOE.  Access to the Report Selector is through the 
main menu of the PERxx application, as indicated below. 
   

  
  
For most credential reporting, use report #39, Credential Report by Employee Name.  
Enter any report description that will help you identify the report in PQ.  Once you have 
entered these two fields, press <ENTER> and <F7> Continue. 
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On this screen, change ‘Include Substitutes?’ to Y and press <ENTER>, <F7> Continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
For the cutoff date, here are some choices: 

Enter From:  010100 To:  999999, if you want a listing of all your credentialed 
employees. 
Enter From:  010100 To:  Last day of current month, if you want a listing of 
expired credentials as of the current pay period. 
Enter From:  010100  To:  12/31/xx or 06/30/xx, if you want a listing of expired 
credentials at the end of the following semester. 
 
 

After completing the entry of dates, press <Enter> and <F7> Continue. 
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Typically on this screen, you will choose Pay Codes 01 and 02 to get all regular 
employees on the report.  You can also leave it blank and get all pay codes.  Press 
<ENTER>, <F6> Page Forward. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Simply press <ENTER> on this screen.  Finally, press <F7> Launch Report. 
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Once the report has run, enter PQ in any menu to get to the Print Que.  Display the report 
before printing to be sure it is what you want.  Use the function keys to guide you.  The 
expiration dates selected print at the top of each page.  Once a year, check a complete 
credential report with a current staffing list just to be sure all are included. 
 
If there are many terminated employees listed on the report, you can use the TE screen to 
terminate the employee. 
 

 
   

   
   

   
  
  
 
On the TE screen, once you press <ENTER>, you will be asked for a reason code and 
date.  Try code 53, RESIGNED and, if you don’t know the exact termination date, use 
06/30 of a prior fiscal year. 
 
If you have any questions, please contact Rosalie Sulgit-Shay at rshay@scoe.org or  
522-3252. 
 


