ePAF — School Based ePaf Creation

Steps Screen Displayed Procedures

1 (f Polk County Public Schools Polk County, Florida - Windows HOW TO LOGIN TO THE SAP
@@ v [z NetWeaver EPAF SYSTEM:

File Edit ‘iew Faworites Tools  Help o Open Internet Explorer

.7 Favorites s 8 - B - N

~ Type: sapepaf.polk-fl.net

S5~ |\ MSN.com _ fé Paolk County Public Schoal, ..

e Press Enter key

After the web page loads:
System Type yOUI’ SAP Usel’ ID
Client * (Example: ASM|TH01234)
User®
Password” Type your SAP Password
Language English
[Log on[e—
—s Press Log On button
Change Password
Copyright 2002-2005 SAP AG All Rights Reserved w
2 B SAP ePAF Entry Screen CREATE AN ePAF:
Create ePAF
2L ooooooooffiR =2
Doestecrar ¢+— || ° Type the Employee’s SAP ID
—T—e Click on the Create ePAF link
Search for ePAF ~
[H] Search ePAF D—LFEEtE EP":"F
= SAP ePAF Action The SAP ePAF Action screen appears:
Demographic Data
oot e umber. S35t oo et oa0STecs Verify Demographic and Position
ot 200 WY 17 SOUTH P senese 11 Data!
City, State, Zip: BARTOW FL 23831 N

Postion Data \ \ Demographlc Data.

Location/School Mame: International Baccalaureate Location#: 0803
Job Title: Secretary, Principal 12-m Position: 50003135 ~N

Cost Center: 0903ASALAR Hours: .00 \ P .. D
Action Items OSItIOH ata
Action: \\

| [=] .

— > Action Items
(=]

Effective Date:

L —e Option Buttons

T - (
— 4  o Continue

0 Quit & Enter New SAP
ID
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Steps Screen Displayed Procedures
3 Agction: Working with the Action Items Section:
|v
Termination = T )
Re=ignation | \. CI'Ck the DI’Op DOWI’] AFI‘OW tO
Retirement display the Action Choices
LOA-Unpaid - -
Loa pons «— » Click a Choice to select
Return from LOA
Salary/Step Change (Mo Position Change) B
Work Sched Change (Mo Position Change)
Contract Type
Job Transfer
The reason window will appear:
Rea=zon:
wL\
=taff Reduction T Click the Drop Down Arrow to
Term, Dismis=zal by Board dlsplay the Reason Choice
Term, Deatn J Click a Reason to select
Contract Expired
Term, Dizabled
Term, Performance
Term, Dizmizs during Probation
Term, Certification
Term, Abandoned Job El
4 Effective Date: (1st Day Not Worked) Setting the Effective Date:
:@\\ |
[~ Click the Calendar Icon to
[ Quit & Enter New SAP D | display the Calendar
I 0]
4 May 2010 b
AN N N (N S _——e Click a Day to select the Effective
17 1zl —
18 2 Date
48 10|11 (12|13 |14 |15 |18
20 17|18 (18|20 |21 |22 |23
29 24|25 |28 |27 [28 |29 |20 |_—= The Effective Date will be
22 1 displayed in the box
——» Click Continue (Go to Step #5)
_—
OR
_—» Click Quit & Enter New SAP ID
_—
_C.u:lntinue . .
: NOTE: If you click QUIT, all previous
| Quit & Enter New SAP ID - -
entries will be lost!
Created by Polk County Schools Help Desk 519-8042 or 51586

Updated: 05/27/10




ePAF — School Based ePaf Creation
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5 =P SAP ePAF Verify Action Adding Comments, Saving and
Demographic Data - -
EmpluyegeNapme' BETTY BOOP SAP Number: 00008969 Submlttlnq ePAF:
Social Security Number: $87213221 Date of Birth: 06/08/1855
R Sestiiadias
Position Data
ol ver i el _—~ Type Comments in the
Verlyfiction [ Comments Box (if applicable).
Commente / Click Back to Actions if you need
/ ( to make changes
| —» Click Save & Submit to finish
" ePAF Created
0 umber 000000000717 < » The epaf Created screen appears
with the epaf Number

B” SAP ePAF Entry Screen

Create ePAF

SAP D# {P0000000 |

[ _create ePaF

6 Action ltems Additional Options for ePAFs:

Action:

[Job Transfer

[=]

Reason:

|Transfer from Term

- Cert

[=]

Effective Date:

4 

[ Quit & Enter New SAPID |

Some Actions & Reasons require more
entries.

L —e After you Select the Action &
Reason & Effective Date click
the Continue button

| ——» Type the Position Number in the

Position Information

Pos=sition Mumber:

Po=ition Currenthy Held By:

Personnel Area:
Location/School
Job Title:

Cozst Center:

Mame:

| A’H'Fletrieve Position In*{

box

\- Click the Retrieve Position Info
button

Position Information

Po=ition Mumber:

P.Area of Wacancy/LOA:
Position Currenthy Held By:

Personnel Area:
Location/School
Job Title:

Co=t Center:

Mame:

[soo12815  |{ Retrieve Position Info

S000 ***Position i= Va ]

The Position Information box
— will be populated with all
appropriate information
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7 Miscellaneous Information Completing the Miscellaneous
Collective Bargaining Agreement: EE Subgroup: |nf0rmat|0n Sectlon
o =M : D S . . .
e = —s Click the Collective Bargaining
Hours/Day: Agreement drop down arrow
' [=] e Select the appropriate item from
Salary: .
| | the list
/ The EE Subgroup drop down
Miscellaneous Information arrow window opens
Collective Bargaining Agreement: EE Subgroup: /
| |-‘-{ o Select the appropriate item from
the list
Miscellaneous Information |_—e Click Days/Year drop down
Collective Bargaining Agreement: EE Subgroup: 1 d S I - -
[Teachers Union [=] [B1-Classrogpm*=acher|[=| arrOW an € eCt approprlate Item
Daysrvear: | | —= Click Hours/Day drop do_vvn '
[11 months (216 days)J#&] arrow and Select appropriate item
e T | | —  Type the Salary Amount in the
Salary: / Salary Box
1532,0000.00 £
8 Fund Split Information Fund Split and Course Code
ey s = || Information:
Spit3: | | ] =&
Spilite: | 11 | A - -
— 1l - || Type Fund Split information if
sewe: | ! e appropriate
Course Code Information
Coursese Codes Mambeaers:
[ I
: — : » Type Course Code information if
[ ] appropriate
[ I
[ I
|| — Type Comments if necessary
Comments "
‘/E /' Click Back to Actions to make
L changes
/ OR
=) |_—= Click Save & Submit to complete
Back to Acfions |Save&5ubmw’ ePAF
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