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Purpose 

The document is to provide LEAs with a tool to help with understanding Months Allocated vs Months 

Used report.  
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Months Allocated vs Months Used Overview 

The Months Allocated vs YTD Months Used report lists the Months Allotted and YTD Months Used 

per pay period. 

The report can be found under Allotment Reports 

 

 

This report is created for the following categories: 

• Position Allotments 

o Classroom Teachers (PRC 0001) 

o Program Enhancements Teachers (PRC 0004) 

o School Health Personnel (PRC 0006) 

o Instructional Support (PRC 0007) 

o Family Support Nurses (PRC 0042) 

o Special Position Allotment (PRC 0096) 

• Months Allotments 

o Career Technical Education Months of Employment (PRC 0013) 

o School Bldg Administration (PRC 0005) 

The report is displayed in table format for each category, with the following column headers: 

• Category 

• Allotted 

• Months Allotted 

• Pay Period 

• Reporting Period Months 

• YTD Months Used 

• Months Available 
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This report can be exported to an excel sheet by clicking the Export to Excel link. The report also 

displays the number of records is the report 
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Months Allocated vs Months Used Columns Explained 

Category 

Allotment system description for PRC. See Appendix A for full list. 

Allotted 

The total column on the State Allotment - 12 Revision Amount for One Fiscal Year and PRC - Month 

report in the Allotment system for Career Technical Education-Months of Employment and School 

Building Administration.  

The total column on the State Allotment - 11 Revision Amount for One Fiscal Year and PRC - 

Position report in the Allotment system for all other categories.  

Months Allotted 

The allotted value time ten. School Bldg Administration and Career Technical Education are 

month allotments the months allotted is equal to the allotted value.  

Pay Period 

The period in which the months were used.  

Reporting Period Months 

The number of months used during the pay period. 

The reporting period months is calculated by subtracting the Previous Pay Period YTD Months Used 

from the Current Pay Period YTD Months Used. 

This value may be negative if the current YTD Months Used is less than previous YTD Months Used. 

This can occur if pay is reclassed from a position allotment PRC to a non-position allotment PRC. 

Months in the position allotment PRC will be decrease, thus decreasing reporting months.  

Example: 

 

 

PP Current YTD 

Months Used 

Minus Previous Pay 

Period YTD 

Months Used 

Equals Reporting 

Period 

Months 

1 1473.06 -  = 1473.06 

2 5325.19 - 1473.06 = 3852.13 

3 5827.67 - 5325.19 = 502.48 

4 5802.58 - 5827.67 = -25.09 

 

YTD Months Used 

The number of months used YTD as of the pay period. 
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The YTD Months used comes from the Months Experience field on the Annualized Salary Summary 

page.  

For details on how Months Experience is calculated, please see Appendix B.  

 

 

For details on how months were used, please view Position Detail report.  

 

 

Months Available 

Months Allotted – YTD Months Used 

Example: 

 

  

PP Months Allotted Minus YTD Months 

Used 

Equals Months Available 

1 569.60 - 3 = 566.60 

2 569.60 - 59 = 510.60 

3 569.60 - 113 = 456.60 
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Appendix A: PRC Description
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Appendix B: Months Experience Calculation  

 

When determining Months of Experience, employees will fall into the following categories: 

Employed for Full Months 
Late Start 
Late Start Prior Pay Period 
Early Term 
Late Start and Early Term 
Principal Restart YTD Days when the cert salary does not change 
 

Each category requires a distinct function to calculate the Months of Experience. 

All calculated months of Experience for all categories are multiplied by the percentage employed 

(divided by 100). 

Example 1: 21 days reported for a reporting period with 22 calendar work days. 

 

 

Late Start 

The Late Start flag was set based on the first PSR record, Rank 1, in the partition. If the employee 

did not begin work on the first day of the school year or reporting period, the Late Start flag is set 

and remains in effect for every subsequent reporting period of the school year. 

For a PSR with a Late Start value of TRUE: 

To calculate Months of Experience: 

For the first PSR, Rank 1 in the budget code grouping, the Month's Experience for FIXED and 

VARIABLE calendars are shown below: 

Determining the Pay Period Range 

The range will be the Pay Period on the first PSR through the current PSR Pay Period-1.   

For Example, if the Pay Period of the first PSR is 2 and the Pay Period of the current PSR is 2, the 

Pay Period range is 2.  

21 Divided By 22 Times 100% Equals 0.95455

Days Employed Calendar Percent Months 

Per Pay Work Days Employed Experience

Period For Pay Period
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Beginning with the current pay period, the Pay Periods are decremented until Rank 1 PSR is 

reached. For the next PSR submitted in PP 03, the Month's Experience for FIXED and VARIABLE 

calendars will be calculated as follows: 
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Late Start with Prior Pay Period 

A Late Start with Prior Pay Period is defined as a record where the YearToDateDaysEmployed 

contains days employed from a prior pay period.  The PSR’s YearToDateDaysEmployed is greater 

than the number of calendar workdays for that pay period. The Late Start with Prior Pay Period field 

is set based on the first PSR record, Rank 1, in the partition. Typically, the employee did not begin 

work on the first day of the school year or reporting period, so the days employed during the first 

month of employment were added to the YearToDateDaysEmployed in Rank 1 PSR.  Function to 

determine the number of pay periods to back out.  

An example of a Late Start with a Prior Pay Period is the educator worked 10 days in Pay Period 1 

and all 22 days in Pay Period 2.  The LEA reported 22+10=32 days in pay period 2, and there is no 

reporting period 1 

If the LateStartPriorPP value for the educators’ PSR is greater than 0, determine the number of Pay 

Period’s to back up by subtracting 1 from the LateStartPriorPP.  

 

To calculate Months of Experience: 

Determining the Pay Period Range 

The range is between the current PSR Pay Period and the Pay Period of the first PSR less the 

number of Pay Periods to back up by. 

For Example, if the Pay Period of the first PSR was 02 and the current PSR Pay Period is 2, the 

range for the Ranked Calendar is 1-2.  

For the current PSR, in the budget code grouping, the Months Experience for FIXED and VARIABLE 

calendars are shown below: 
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Early Termination 

Since the employee did not work the entire school year or pay period, the last PSR will be flagged as 

an Early Termination. The number of days worked during the last pay period is reported as Early 

Termination Days. 

Since there were no Late Start or Late Start with Prior Pay Period values populated for this educator, 

the employee was employed for the entire month in each pay period except for the last one.   The 

month’s experience for all the previous pay periods will be calculated as detailed in Employed for 

the Entire School Year or Pay Period.  

 

 

Determining the Pay Period Range 

The range will be the Pay Period on the first PSR through the current PSR Pay Period.  

For Example, if the Pay Period of the first PSR was 02 and the Pay Period of the current PSR is 6, 

the Pay Period range is 2-6. The Year-to-Date Days Employed on Pay Period 6 is 104.00.  Early 

Termination Days are 18.00. 

 

For the calculation of months of experience for Pay Periods 2-5, See 'Employed for Entire School 

Year or Pay Period.’ 

The PP 06 Months Exp is calculated as 18.00/21.50 = 0.837209 
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Late Start and Early Term 

 

An employee may not be employed for the entire pay period in the first month of employment. If the 

employee leaves the school before the end of the school year or pay period, the first PSR will be 

flagged as Late Start or Late Start with Prior Pay Period, and the last PSR will be flagged as an 

Early Termination. The number of days worked during the last pay period is reported as Early 

Termination Days. 

The Late Start, Late Start with Prior Pay Period, and Early Termination Days values are populated 

for this educator.  The employee was employed for the entire month in each pay period, except for 

the first and last ones.  

 

Determining the Pay Period Range 

The range will be the Pay Period on the first PSR through the current PSR Pay Period.  

In the example below, the Pay Period of the first PSR was 02, but based on the 

YearToDateDaysEmployed, the employee is flagged as a Late Start with Prior Pay Period, and the 

Pay Period of the current PSR is 7, the Pay Period range is 1-7. The Year-to-Date Days Employed 

on Pay Period 6 is 123.50.  Early Termination Days are 4.00. 

 

The Late Start or Late Start with Prior Pay Period portion for the first Pay Period PSR record is 

calculated first.  See Late Start and Late Start with Prior Pay Period to determine the minimum 

Pay Period month’s experience. 

 

The month’s experience for the last PSR is calculated next.  See Early Termination. 



 
 

— 18 — 

 

The calculation of the Months Experience for all the other pay periods is detailed in Employed for 

Entire School Year or Pay Period.  
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Employed for the Entire School Year or Pay Period 

If the Late Start, Late Start with Prior Pay Period, and Early Termination Days are all 0.00.   

The employee has been employed for the entire school year or, at the very least, for the whole pay 

period. 

Based on the calendar type, the sum of the workdays between the first Pay Period and the Current 

Pay Period on the Summary Record. 

 

Determining the Pay Period Range 

 

The range is the Pay Period on the first PSR through the current PSR Pay Period. 

For each Pay Period, the month’s experience is calculated by dividing the RP Days by DPI Cal Days 

(Workdays from the Educator Workday Calendar). 

 

 

  

 

 

 


