Human Resources
Professional Development Plan (PDP) Screens

In Human Resources, Employee Maintenance, choose your employee from the Information tab
and then click the Profession tab. Under this tab you will be able to “Add” or “Update” your
Employee Certification screen by clicking your Certification button.
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Education

This section will detail the courses that an employee has taken. Click the Education button

under your Profession tab.

To add a course, click the
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* To track a pending course, enter the course upon approval by the Human Resources
Department. Upon completion, enter the date completed and course grade. Until a grade is
entered, Finance Manager will consider the course as pending.

e If the course will apply to the employee’s next step increase enter “Y” for yes and press TAB
e If YES enter the Level or Click the magnifying glass to select from the list of Salary Levels
e Click SAVE to save the new information

Next Click whether or not this course will apply to PDP.
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EMPLOYEE EDUCATIONAL LISTING BY EMPLOYEE TYPE

Emp # Employee Type Bldg Dept Date Description Institution Type Level Credits Grade In Step PDP
12 aownistmatom, Aan ADMIO HS  BDMTN 12/10/02 RIGHT TO KNow soces msex 0.00 o o
07/01/01 TOTAL TO INCEPTICN VARIOQUS GRAD 92.00 % NO NO

Total credit: 92.00 Graduate Credit: 92.00 In Service Credit: 0.00
Enmp # Employee Type Bldg Dept Date Description Institution ype Level Credits Grade In Step PDP
16 wriiem, soaws T2 WS Soc  09/08/03 Right to Kmow werze  msex 0.00 o o

Total credit: 0.00 Graduate Credit: 0.00 In Service Credit: 0.00
Emp # Employee Type Bldg Dept Date Description Institution Type Level Credits Grade In Step PDP
i eicEER, et ICH26 EL  MATH 06/30/00 GRAD CLASSES aowp s Gl cRAD- FEm ¢ 20,00 P YES  YES

Total credit: 20.00 Graduate Credit: 20.00 In Service Credit: 0.00
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