SAP ePAF-Setting Up A Delegate (Substitute)
|

Steps Screen Displayed Procedures
1 IMPORTANT: An SAP ePAF can only be opened by the Delegate or the Delegate’s
Substitute. Therefore, you must assign a delegate that can have access to your SAP
ePAFs incase you are out of the office for a period of time.
NOTE:
> If you need to Maintain a Substitute (This is the initial creation of who you want
to access your ePAF’s) refer to Step 2-6
> If you need to Adopt a Delegate (Substitute) (This is for the person that wants to
view someone else’s ePAFs) refer to Step 7 & 8
> If you need to End a Delegate (Substitute) please refer to Step 9
AFTER LOGGING ON TO SAP:
Menu Edit Favorites Exiras System Help
2 & Bl H  Can DHBE DDhon AR @mE . .
SAP Easy Access Polk County Public Schools — CIICk on you_r SAP Business
= | =TT Workplace icon
(3 Favorites
[~ =Y SAP menu . .
b C1PCSB Menu |_—e Click on the Settings menu
[ 1 SAP Main Menu
orkplace Edit Goto Folder Environment Settings System Help A
aUBGE Ofcosetings mﬂ—— ——e  Select the Workflow settings
Business Warkplace OfBEfty Bo Workflow settings Fersonal settings 0pt|0n
Switch off preview Display organizational assignment
7 Newmessage | (B Find folder Find docu  Save when you exit Refresh organizational environment
F orkplace: Bel 00| Adot b H H H
fg‘:&‘u —— Eﬂdpsubst\tutmn /. Se|eCt the Malntaln SUbStItUte
b & Outbox Maintain substitute H
b @Resubmlsswon Activate/Deactivate Substitute Optlon
I ¢ Private folders )
I ¢@ Shared folders :gnptmew .
e == IMPORTANT: The Person Creating the
Substitute
The Personal Delegates screen is now
| = Personal Substibvites g .
3 oo et B TEdhetia Saies Resmma e Ao displayed.
L& Betty Bo
You should see your name listed in the
Name category.
e Click on your name (so it is
highlighted in yellow)
Click the Create substitute icon
'3
v oia gl &7 € | Substitutes for positions
|_—e Select the Users by address data
Search Termm L Users by address data ta‘b
Search Term ﬂ *
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The Users by address data screen is
4 Search Term ' Users by address data now displayed.
User
|_—— Type the last name of the person
Last name =1| Disney < . N
_ —"\ you are searching in the Last
e name field
Department \
Bullding ced= \ Place an asterisk (*) after the last
Room Mumber name
Edension
Cost center | _|—» Click the green check mark
Intemal mail
Compary name
ity
+»* | < |0 | E3 |
Search Tem ; |Izers by address data
/0 Double Click on the name you
o | B3| (0 | 063 | 0 want to select
User Name Last na... |[First na... 3
WDOISHNEY 32855 | DISMNEY  WALT
The Detail Screen Substitution screen is
5 Detail Screen Substitution now dlspla\/ed
Substitute for Betty Boop
Substitute Walt Disney
+| Personal substitution
Substitution data
Walidity EIE..-'EIS..-'ZEI*IEI@tD 12/31/9999 R
Profile General substitution | | —® Click the save button
The Personal Substitute screen is now
6 Personal Substiutes displayed.

Name

 [§ Bety Bogp
(& Wt Disey

Substicton Profle Substtue Staus... Assigned as of - Assign..

Generalsubsitu.. @ Deactvated Q5032010 Unlmited

NOTE: This shows that the substitute is
deactivated (this is okay).

e Click the green check mark (to
finish this process)
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The Steps to Adopt a Delegate
7 Menu Edit Favorites FExtras System H ‘Substitute!
pdE eEn DHE Do BE @&
SAP Easy Access Polk County Public Schools .
=) / g Once you have logged into SAP:
W — - -
(1 Favorit ] . .
- & SAP menu —s Click on your SAP Business
[ (1 PCSB Menu R
[ (3 SAP Main Menu Workplace Icon
. .
Workplace Edit Goto Folder Envionment Seftings System Help CIICk on the Settlngs menu
Gl 200 @@ Ofice setings VAR QR
. . Workfow ssttings 2 tings
Business Workp.'ace of Walt Dis Switch of preview Display organizational assignment T Select the Workflow Settings
T ew message | B Find ocer | ] Finddocu 55 when you exit Refresh organizational environment Option
< o Workplace: Wall Disney édzm Eb”b_sm_”m”
ftut ™ . .
g g'm o T Select the Adopt substitution
Outbox Maintain substitutg X
» B Resumission Actiate Dezcticte Scbsitue option
I ¢ Private folders .
b @ Shared folders e
b ¢ Folders subscribed to Bt view
1 Trash
i Shared trash
The Choose Substitution screen is now
8 displayed.

Business Workplace of Walt Disney
ﬁNewmessage (] Find folder | (H} Find document Appuimment calendar B Distrbution ists

7

Name

1
b
b
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! o e C—

| A 00000000339 - Freie and ke 0 Pay . RENFROE Sugpleme Change

Orverdue eniries 0

Deadine Messages 0
[ xomecteniries 0
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@ sesumssin
& Frivale s
@ stred iders
9 Folders substrbed 1o
i Treh
0 Shaedrash

Click on the name of the person

in the list that you would like to
view their inbox (so it is
highlighted in yellow)

NOTE: Now all the SAP ePAFs in the
person’s inbox are now visible to you in

your inbox.

Click the green check mark to
finish the process

VERY IMPORTANT!!! You must

immediately End the Substitution

before you exit SAP (if not, it will be the

other person’s ePAFs you will see and

not yours).
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The Steps to End a Substitution
9 (Delegate),

Woflace Edt Gofo Foder Enpronment Jets System e
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Once you have logged into SAP:

e Click on your SAP Business
Workplace icon

Click on the Settings menu

Select the Workflow settings
option

Select the End substitution option
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