SAP ePAF- HOW TO SEARCH FOR AN ePAF

Steps Screen Displayed Procedures
1 ff Polk County Public Schools Polk County, Florida - Windows HOW TO LOGIN TO THE SAP
@@ - NetWeaver EPAF SYSTEM:
Fle Edi 'u'iEL-'\.l Favorites  Tools  Help e Open Internet Ex pl orer
. S Favorites ¢ g @ i T~
'33 s MSN.co-m - e ™ Type sapepaf.polk-fl.net
I . eressEnter key
| .
-8
SAP NetWeaver™ I After the web page loads:
System Type your SAP User ID
Clent* (Example: ASMITHO01234)
e+
:::::gr: — Type your SAP Password
_— Festni< —s Press Log On button
Change Passwor
Copyrgh 2002.2005 SAP AG All Rights Resenvesd SADd
2 SEARCHING FOR AN EPAF:

B” SAP ePAF Entry Screen

Create ePAF

D Create ePAF

Search for ePAE
[H] Search ePAF

Click on the Search ePAF link
[H] Sedrch ePAF

| —

{ Search ePAF Entry Screen

SAPID (00000000 JeraFd [ ]
8 LastNamel:l _) Location [lzl
7 Action [lzl - Eﬂemwal]ate[lzl Year (yyyy): I:l

Find ePAF || Display Reports
View | [Standard View] ﬂ

D% PersNos Firstname = Lastnames LOCATIONS ACTIONS REASONS DATES FINALZED & SUBMITTED_DATE 5

Fiter Settings

Row 0 of 0

The EPAF Search screen appears:

IMPORTANT NOTE:

When the ePAF is in the Finalized status
or the Rejected Status the ePAF
CANNOT be modified.

That will be noted at the top of the ePAF
in place of the “ePAF Pending in....”

status line. /

& ePAF Pending in theﬁbox of PERSONNEL ASSISTANTS
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SAP ePAF- HOW TO SEARCH FOR AN ePAF

Steps Screen Displayed Procedures
3 METHODS OF SEARCHING FOR AN
[ Search ePAF Entry Screen EPAF:
AP [D0000000 260 ||| | Note: You can only use one method at a
time.
LastName: Location Dﬂ e SAPID
Actin Ffecve Dat * LastName
Dﬂ Dﬂ e Action
| Fnd 6PAF | Disply Reports | e ePAFID
e Location
e Effective Date
] Search ePAF Enlry Scree | Click on any Radio Button [ 1o
begin Search
o) SAPD (00000000 ePAF D -
T, All other available Search
Lastlame R // Options will be grayed out.
i i rd
Actr Hfecive Dae NOTE: The DISPLAY REPORTS
Find ePAF | Disply Report but'Fon will appear on Personnel
Assistants screen.
4 SEARCHING BY SAP ID:
H Search ePAF BN
[T Click on the SAP ID Radio
EIEI
LT (TR 5 Bl Button [=] to begin Search
Last Name Location T Type the Employee’s SAP
number in the Search Box
Action Effective Date I I

Find ePAP&T TSPy Reports |

Click the Find ePAF button

The Employees Name and Information

{ Find ePAF ;[ Display Reports |

View|[standard Wiew] |v| Export
[a] = PersNo = Firstname = Las] = LOCATION
000000000713 | 00003969 BETTY BOOP national Ba

Rowe Eﬂ-f 1

View Selected ePAF

[~

will appear in the Grid Screen:

Available Options:

™~ Export
e Click the Export button

Click Export to Microsoft Excel
An Excel Spreadsheet will open
all information found in the grid.

I
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& ePAF Pending in the Inbox of DAVID F LEWIS
ePAF Information

\

€PAF ID: 000000000713 Entered by: RICHARD ALLEN COOKE Date Submitted: 05/03/2010
Action: Termination Reason: Staff Reduction Effective Date: 05/03/2010

Modify Effective Date?

Demographic Information

Employee Name: BETTY BOOP
Social Security Number: 987213221

SAP Number: 00008355
Date of Birth: 06/08/1955

Gender: Female Ethnic Origin: White/Mon-Higpanic
Address: 200 HWY 17 SOUTH  Phone: 863-545-1111
City, State, Zip: BARTOW FL 33831

Position Data

Location/School Name: International Baccalaureate  Location#: 0903

Job Title: Secretary, Principal 12-m 50003135
Cost Center: OS03ASALAR Hours: 8.00

Position:

The Employees Name and Information
will appear in the Grid Screen

(Cont’d):

Available Options:

— Click on the Box in front of the ID
Column to Select
L—=» Click View Selected ePaf button

The ePaf Information is displayed:
——» The Current Status

e The top section displays
o0 ePAF Information
o Demographic
Information
o Position Data

Routing & Notes Section

User Name Date Time ePAF Status  Motes
RCOOKE22134 05032010 08:58:52 Submitted

Row [ 1]of 1

e The lower section displays
0 Routing & Notes Section

To Add a Note:

» Click Add Note button

1

—

Type your information in here!

Post Note o Tabe |d——

A/E/

The Add Note Window appears

Type the Text in the Window
Area

Click the Post Note to Table
button
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7 Routing & Notes Section Adding a Note (Cont’d):
Uzer Name Date Time €PAF Status  Notes .
RCOOKE22134 05032010 08:58:52 Submited //‘ Your No_te Informa_tlon now
RCOOKE22134 | 05032010 10:08:39 | In Process ] appe_ars in the Routing & Notes
Type your information in here! Section
Modifying the Effective Date: ONLY
& ePAF F'Eﬂ[lil'lg in the Inbox of DAVID F LEV| HR WILL BE ALLOWED TO
ePAF Information MODIFY THE EFFECTIVE DATE!
ePAF ID: 000000000713 Entered by: RICHARD ALLEN CO
Action: Termination ~ Reason:  Staff Reductio L —— Click the Modify Effective Date
[ Modify Effective Date? y‘/ﬂ, button
| Modify Effective Date? |
[ Modify Effective Date? |
Enter New Effective Date: |_£__F=| ° CIle the Calendar Icon
e Click the Date you want to use
| Modify Effective Date? |
Enter New E/’—o Click Save Date button
8 Modifying the Effective Date: (Cont’d)

& ePAF Pending in the Inbox of DAVID F LEWIS
ePAF Information
ePAFID: 000000000713 Entered by. RICHARD ALLEN COOKE Date Submitted: 05/03/2010

The ePAF Information section now
shows the Change of the Effective Date.

Action: Termination  Reazon:  Staff Reduction Effective Date:  05/04/2010
If you are done making changes or
viewing the ePaf:
Row|1]of2
e Scroll to the bottom of the
. current window
—» Click the back button
e Begin a New Seartch
Row|1/of 1
OR
[ View Selected ePAF |
< »  Click Quit button
= SAR PAF Entry Screen //' SAP ePAF Entry Screen appears

Create ePAF

D Create ePAF

‘/

e Close Internet Explorer to Exit
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