An Overview of the SAP ePAF Process: SAP ePAF Processing for Principals / Asst.
Principals / Supervisors / Directors

Type Link in browser: sapepaf.polk-fl.net

e Once an SAP ePAF is created, a workflow email will be sent to the approving
Administrator.

e If Approved the SAP ePAF will proceed through the workflow approval process
before the Personnel Assistant receives it.

» The workflow may include routing the SAP ePAF to: Certification,
Employee Relations, Title 1, Retirement, and/or Position Control.

e If Rejected the P.A. and the Approving Supervisor will receive a workflow email in
their Outlook inbox.

The SAP ePAF Entry/Search Screen:

B” SAP ePAF Entry Screen

Create ePAF
SAP ID# {00000000
D Create ePAF

Search for ePAF
[H] Search ePAF
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SAP ePAF Processing for Principals / Asst. Principals / Supervisors / Directors

Steps

Screen Displayed

Procedures

1
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PTU: Display ePAF 000000000439

Twpe your user name and password

User MName: BECOPDB369

Fassward:

Once the SAP ePAF has been created,
the ePAF will go through the
appropriate approval workflow and
the supervisor will receive a workflow
email in their Outlook Mail inbox.

Important: The email subject will say
“Display”.

After opening the Workflow email:

Double Click on the email
attachment and open the
attachment

Type your SAP Password in the
password field provided

» Click the Log On button

Please Choose Approve or Reject ePAF

« !;‘-apprc-.-e ePAF 0 Reject ePAF

ePAF Information

ePAF 0 000000000658 Entered by: BETTY BOOP  Date Submitted: 04/26/2010
Action: Staff Reduction Effective Date: 0472772010

| s |

Termination ~ Reason:

Demographic Information

Employee Name: JOE DOE SAP Number: 00003783

Social Security Number: 222999879 Date of Birth: 12/26/1972
Gender: Wale Ethnic Origin:  White/Non-Hizpanic
Address: 2233S0UTHOR  Phone: 863-333-4567

City, State, Zip: BARTOW FL 33830

Position Data

Location/chool Name: International Baccalaureate  Location# 0903
Job Title: Teacher, English 5H Position: 50024000
Cost Center: 0903ISALAR Hours: 175

Routing & Notes Section

UzerName  Date Time ePAF Statuz  Notes
BROOPO96Y  04/26/2010 11:20:58 Submitted

The Approve or Reject SAP ePAF
screen is now displayed.

IMPORTANT: Before you Approve or
Reject an SAP ePAF:

Note: The effective date MUST be the
first day not worked for ALL
SEPERATIONS.
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SAP ePAF Processing for Principals / Asst. Principals / Supervisors / Directors

Steps Screen Displayed Procedures
To Add a note to the SAP ePAF:
3 Please Choose Approve or Reject ePAF
¢ !Accrcwe ePAF ﬁ Reject ePAF
ePAF Information
ePAF ID: 000000000558 Entered by: BETTY BOOP  Date Submitted: 04/26/2010
Action:  Termination Reason: Staff Reduction Effective Date: 04/27/2010
Demographic Information
Employee Name: JOE DOE SAP Number: 00003783
Social Security Number: 222599879 Date of Birth: 12/28/1972 -
Gender: Male Ethnic Origin: White/Non-Hizpanic hd CIICk the Add NOte bUtton
Address: 2233 SOUTH DR Phone: 863-333-4567
City, State, Zip: BARTOW FL 33830 T
e your note
Position Data / yp y
Location/School Name: International Baccalaureate Location®: 0303 ;
Job Title: Teacher, English SH Position: 50024000 / Click the Post Note to Table
Cost Center: 0S03ISALAR Hours: Tt button
Routing & Notes Section
User Name Date Time ePAF Status
BBOOPOESSS 04/26/2010 11:20:58 Submi
“our Note Goes Here™ /
[Post ote to Tabie [&
If Approving an SAP ePAF (if rejecting
4 Ploase Choose Approve or Reject ePAF an SAP ePAF refer to step 5):

ePAF Information
ePAF ID: 000000000658 Entered by: BETTY BOOP Date Submitted: 04/26/2010
Action: Staff Reduction Effective Date: 04/27/2010

Termination Reason:

Demographic Information
JOE DOE
222599879

SAP Mumber: 00003763

Date of Birth: 12/26/1872

Ethnic Origin: VWhite/Non-Hizpanic
Phone: B863-333-4557

Employes Name:

Social Security Mumber:
Gender:

Address:

City, State, Zip:

Male
2233 SOUTH DR
BARTOW FL 33330

Position Data

Location/School Name: International Baccalaureate Location#:
Job Title: Teacher, English SH
Co=t Center: 0803ISALAR

0503
50024000
775

Position:
Hours

Routing & Notes Section

User Name Date ePAF Status  Motes
BBOOPOS2969 04/26/2010 11:20:58 Submited

Time

The webpage you are viewing isfrying to dose the window,

%

Do you want to dose this #indow?

[ ‘fes’“

Mo

e

Click on Approve ePAF

e Click the Yes Button (to close this
window)

Note: Once the Supervisor Approves or
Rejects the SAP ePAF, it is
recommended that you delete the
workflow email from your Outlook
Mail inbox.

NOTE: If you have multiple ePAFs to
Approve/Reject, please go to Step #6.
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SAP ePAF Processing for Principals / Asst. Principals / Supervisors / Directors

Steps Screen Displayed Procedures
If Rejecting an SAP ePAF:
5 Please Choose Approve or Reject ePAF
M) scoroe conr (pmees » Click Reject ePAF
ePAF Information
thuon: o——— Rr.‘e:sr:n: " Staff Reduction Eff:ch:er;atz: 042702010 C||Ck the Yes Button (to Close th|S
Demographic Information / WIndOW)
et cecurty Number. 22ss007s Sate ot b 122 arz b .
o e S IMPORTANT: If you reject an SAP
o e, 215 o o one RS ePAF then an email will be sent to the
Pasition Data Approving Supervisor and to the
Location/School Name: International Baccalaureate Location#: -
Job Title: . Teacher, Englizh SH F'us.iticl.n' " Pe rson nel ASSIStant and Drocedu rES
Routing & Motes Section . . w
— Note: Once the Supervisor Approves or
: Rejects the SAP ePAF, it is
L0 IO SR 0 O recommended that you delete the
workflow email from your Outlook
- Do you want to dose thigAvindow? Mail inbox.
Yeg MNao
6 NOTE: If you have several ePAF’s to process, follow the directions below:
1. After the first ePAF is Approved/Rejected, the box below appears, select NO
Windows Internet Explorer
,Qv The webpage vyvou are viewing is tryving to close the tab.
7 - Do vou want to cilose this tab?
g [ Yes ] [ No ]
2. Minimize the Internet Browser window.
3. Double Click the next ePAF in the Outlook Inbox to open.
4. Approve/Reject ePAF
5. When the Windows Internet Explorer box appears, click Yes
6. Repeat steps 3-5 until all ePAFs are completed.
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