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CAREER/TECH HOURS RECORDING 
 

Before starting automatic Career/Tech Hours Recording, make sure you have set up all Career 
Tech information: 
 

• School Setup/PEIMS/Career and Technology Ed. (C142) 
• Details/Courses – Career/Tech Hours (VERY IMPORTANT) 

 
 
 
 
 
 
 
 
 
 
 
 

• Details/Students/Career Technology Tab – Career & Technology Participation Code 
 

 
• Scheduler – Schedule students 

 
You should turn on Career Tech/Hours Recording after the majority of your schedule changes 
have been made (two to three weeks after the first day of school). 
 

*IMPORTANT* 
TRANSFER RECORDING MUST BE TURNED ON BEFORE 

STARTING CAREER/TECH HOURS RECORDING 
 
 
 
School Setup/Transfer Recording 
 

1. Click on School Setup 
 
2. Click on School/Transfer Recording 

 
3. Make sure both sections are set to 

“YES” 
 
 
 

VERY IMPORTANT 
You must have all 

Career/Tech Hours 
set correctly before 

turning on 
Career/Tech Hours 

Recording. 
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Turning on Career/Tech Hours Recording 
 

1. Click on School Setup. 
 

2. Click on PEIMS/Career/Tech Hours Recording. 
 

3. Check (√) the “Start 
Career/Tech Recording 
box→→→ 

 
 
 

USE THESE EXACT CAREER/TECH SETUP OPTIONS↓↓↓ 
 

 
4. Click OK. 

 
 

 
Career/Tech Hours Recording is now on.   
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It will automatically update Career/Tech hours on the student’s Career Technology tab each time 
you make a schedule change that relates to a Career/Tech class.  It also will set the Career/Tech 
hours for the entire school year (see below); so don’t be alarmed if you see dates in the future. 
 
 
 
 
 
 
DO NOT TURN CAREER/TECH HOURS RECORDING OFF ONCE YOU HAVE STARTED IT!  
It will not backtrack and pick up schedule changes or course changes.  Also, we have noticed that 
turning off Career/Tech Hours Recording tends to corrupt the process and stop it from working 
properly.  This will result in you hand entering all student Career/Tech information. 
 
 
Important Information to remember: 
 
You must make all schedule changes for Career Technology classes on the exact date that the 
change is actually effective.  Therefore you must use “Start Date for Change” when making 
schedule changes. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Career/Tech hours 
and the date 
assigned to this 

Start Date for 
Change 

Career/Tech hours 
from Course Details 




