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From the SAP Easy Access PCSB Menu
Screen:

Click the Expand Icon to the left of
PCSB > Human Resources

Double Click on Change Employee
Address or Phone number (PA30)

The Maintain HR Master Data screen is
displayed.

I Type the Personnel Number in
Personnel no Box

e Press Enter or Click the Green Check

®E| Maintain HR Master Data

0l & ML\ |2
Parsonnal no, 3r3ee
Mama HINNIE MOUSE Status  Active
EE group 2 Teachers Union Pers.area 1861 Highland City Elemertary
EE subgroup B1 Classroom Te_ CosiCenter TO6TISALAR HIGH BASIC SALARIES
Basic Personal Data | Payroll Data | Payroll TaxData. |y Benefita Data. | Tim_ |y, [£1211 |~
_Jintotype tet ]| [Fanoa
|aetions o ||| ® Period
| ITMZaNONal ASSIgnment v Fram
v Today
¥ L AN Current month
|Public Recards Law Examption Last waek
|Plannea working Tima »* Last month
{Basic Pay L front Period Current Year
|Bank Datails -

|additional Actions

[ Direct selection
Infatype 0025 [ZsTy

Chaoss

07 & med @ | |2

Fersonnel no

Mame
EE group 1861 Highle
EE subgroup 1061 ISALAR

Basic Personal Data || Payroll Data | Payroll Tax Data

| |infotype text |[E.]_|| [ Period
Actions @) Period
Qrganizational Assignment From
Fersonal Data 2 Today
|Addresses AN

|F'|.|b||c Records Law Exemption
|F'Ianned Working Time

|Elasic Pay

|Bank Details

|sdditional Actions

' From curr.date
) To Current Date
) Current Period

=1 Choose
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Direct selection

Infotype Appraisals STy

In the Direct selection — Infotype field

/ Type 0025

e Press Enter or Click the Green Check

The word Appraisals will display in the
Infotype field.

™~ Click the Create icon

|
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SAP Entry Appraisals using Infotype 0025 (PA30)

Steps Screen Display Procedures
Create Appraisals (0025)
3 “9 - -
e s 2 [ et e 1o [N Bl The Create Appraisals (0025) screen is
;E.Eunc:wn nl‘ ClasnruoETt. LT i dISplayEEd
o0 sw | [T Type Start Date and To Date
oite Example: For school year 2009-2010 use:
e it Start Date = 06/30/2010
S To Date = 06/30/2010
Note: Use the last date of any school year.
Start 06/30/20101 fo | 06/30/2010
e Press Enter or Click the Green Check
Appraisal The Appraisal Criterion is displayed.
Appraisal criterion Weighting
0 100 01 Need Improvement
Needs Improvement : 02 Professional Development Plan
82 Prof DevPlan 0.00
0.00
4 Start o6/30/2010 to 05/30/2010
Appraisai To Delete a criterion number that does not
pralizlclcsnr:l:rr;vement ;\.jealshimg app|y7
a2 Prof Dewv Plan Q.o
0.00 — e Highlight the numbers inside the field
o.ee to be deleted
.00
— e Press the Delete key on the key board
Appraisal Attributes
[ latecte sermum e Press Enter or Click the Green Check
The line is deleted.
Appraisal To re-add the Appraisal criterion:
Appraisal criterion Weighting
“I== — »  Click inside the field
— s e Click the Search icon
Crit. |[Appraisal Criterion Text P
EH ds_Improvement P I @
o2 W K -
— s Click on the appropriate Criterion
I— e Press Enter or Click the Green Check
Appre
Aopr o b (HD % Appraisal criterion may be one or both
[] AffECIS TErmum.
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SAP Entry Appraisals using Infotype 0025 (PA30)

Steps Screen Display Procedures
5 Appraisal
b e Note: These sections are not used at this
Gl €) b6 560 time.
.08 0.80
. . . poinis
.68 2.69 e Correct
_ - e Affects remun
Group number Total points . . NOtlfled
Appraisal Attributes
Appaier opraisal dle Once the Appraisal criterion has been
[] Affects remun ["INotified .
entered correctly:
_ Click the Save icon
L1
fntuna di yrac  Cyetam . .
Infofype - Edi Biras  System After saving your change, SAP will go
back to the main PA30 screen.
v 110068
Make sure you get out of Maintain Hr
: Master Data screen after completing
Create Appraisals (0025) Jour entry.
0
Fi™s
6 SAP Easy Access Polk County Public Schools To Verify information that haS been

= |z 8@ | -

> (3 Favorites
=7 «=3] SAP menu
= &3 PCSB Menu
[» [J Finance
[* (J Food Service

@ Z8H I~ MNICITY - Ethnicity Report

2 PA30 - Change

2 PPOS_OLD - Display Orga
[* [ Human Resources Reports

[ [J Payroll

[ (J Plant Maintenance

[» [J Property Accounting

[* (J Purchasing

[ SAP Main Menu

83| Display HR Master Data

FPersonne Ino 37368
MName MINNIE MOUSE
EE group 2 Teachers Union Fers area 1061 T

B1 Classroom Te Cost Center

Basic Personal Data | Payroll Data | Payroll TaxData | Benefi

1061 ISALAR

|__linfotvpe text [E.]_|| [Pericd

Actions o ® Period
_|organizational Assignment I From
__|Personal Data L 2 Today
~ |addresses 1% Al
" |Public Records Law Exemption ) Erom curr.date
|Planned working Time «” 9 To Current Date
__|BasicPay L ) Current Period
|sankDetais || R =———
__|adaitional Actions  [=]

Infotype 0025

— o+

entered:

e Click the Green Back Arrow
From the SAP Easy Access PCSB Menu

Screen:

T Click the Expand Icon to the left of
PCSB > Human Resources

e Double Click on Display Employee
Information (PA20)

Type the Personnel Number in
Personnel no Box (unless it is
already displayed)

In the Direct selection — Infotype field

—e  Type 0025
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SAP Entry Appraisals using Infotype 0025 (PA30)

Steps

Screen Display

Procedures

Display HR Master Data

S |2
Personnel no =
Name MINNIE MOUSE
EE group 2 Teachers Union Pers.area T
1061 ISALAR

EE subgroup B1 Classroom Te Cost Center

Basic Fersonal Data | Payroll Data | Payroll Tax Data || Benefit

|| [ Period
@ Period
From

AR RN

Infotype text
Actions
Organizational Assignment

) Today

rAan

' From curr.date

' To Current Date
) Current Period

=1 Choose

Personal Data
Addresses

Public Records Law Exemption
Planned Working Time

Basic Pay

Bank Details

Additional Actions

Kok

| Direct selection
Infotype

STy

0025

Display Appraisals (0025)

To view most recent action:

[~ Click the Eye Glasses icon

Click the Overview icon to view all

g

2 < ®
Pers No. 3TI6E Name HINNIE MOUSE Status ACT . .
EE group 2 Teachers Uni_ Persarea 1061 Highland City Elernentary —
EE subgroup 81 Classroom T_ 55N 132-21-1111 aCtIOnS for InfOtype 25 Appralsals
Stan ag/3ar2018 10 86/38/2018 Chng 83/85/7018 DHUNTONGERTR
[Foprarsal
Appraisal catencn Waelghting Points Correct Total
L) MHeods Improvemant 0. 0o a o, .00 o, .00
82 Prof DevFPlan 0.00 o 0.00 a.00
0. .00 o Q.00 .00 G
°.00 o 9.00 2.00
.00 o 0.00 2.00 m
0.00 o 0.00 0.00
Group number Total points 0.00
Appraisal Astributes
Appraiser Appraisal date
8 Overview Appraisals (0025)
&
Pers.No. 37368 Name MINNIE MOUSE Status  Act.. ) )
EE group 2 TeachersUni.. Persarea 1081 Highland City Elementary L] CIle the Gl‘een BaCk AI’I’OW Untll yOU
EE subgroup B1 Classroom T.. S5N 122-21-1111 return tO the SAP Ea.S ACCQSS PCSB
[ choose  P1/ot/1a00(alo  12/31/9990 y
Menu Screen:
Overiew
StatDate |EndDate  |Group |Total points Monetary value Lock...
06/30/2010 |06/30/2010 0.00 0.00

1«11

Infotype  Edit Goto Exras System Help

00 008

Overview Appraisals (0025)
&
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