Reappointment
Print Individual Employee — Intent to Return and Reappointment Letters

Steps Screen Displayed Procedures
1 o @ Human Resources Follow this prc_)cedure to further assist you
, : in the Reappointment process. You will
(@) PA20- Display Emplajee nformation be able to print individual Intent to
@ PA30 - Change Employee Address or Phone Number Return and Reappointment letters
@ PPOS_OLD - Display Organizational Plan To Print Individual Intent or
% 3 Human Resources Reports Reappointment Letters:
@ ZLHRA_PT64 - Absences by School /Employes
() ZAHRA_CHART SCH_CERT - Charter School Teache{ | -0000 £0 SAP:
@ ZAHRQ_DATETYPE - DATE SPECIFICATIONS-DATE]| o Click the Expand icon to the left of
@ ZAHR(Q_ADDRESPOS - EMPLOYEE POSITION AND Al PCSB Menu>Human
(§) ZAHRA_ESOL_AUDIT- ESOL Audit Report CAT1, CAT: gg;%‘;[;’es*uma” Resources
@ PAR1 - Flexible Employee Data Report
i - - e Select
@ ZAHRQ_9002 - Qut of F|e|d.&55|gnm§nts byPersunne_/ ZAHRA_REPRINT REAPPT
@ ZAHRA_REAPP_LETTERS - Rea ]
@ ZAHRA_REPRINT_REAPPT - Reprint Reappt. Letters
2 To Print an Individual Letter:

Sa Letter

Selection /
Personnel number 385

Employment status
Personnel area
Personnel subarea
Employee group

Employee subgroup

avi

Lefter Selection: /

Location 6903 4_’——/
Admin. Name John Doe

@ Instruc. Reappointment:

() Priority 1 List:

() Priority 2 List:

() Non-Reappointment:

A

() 1stProfessional Senice
() 4th Year Annual Contract:

() Mon-Reappointment Para

| Further selections ” 2 Search helps % Org. structure
Period
() Today () Current month () Current year
O Uptotoday (O From today
® Other period
Data Selection Period To
Person selection period To

Enter the employee’s SAP
Number in the Personnel
number field

e Enter your Location Number in
the Location field

Type the Admin. Name
(Administrator’s name) that will
be printed on the letter

Click the Radio button to Select
the letter you want to print

Click the Execute button

\?afary I_etter
2 )=
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Reappointment
Print Individual Employee — Intent to Return and Reappointment Letters

Steps Screen Displayed Procedures
3 | [ | he print form is displayed. You can
Ot e WAL e Prgwevy the letter l?efo_re printing or click
FronfendPrinter  HP LaserJst 8400 Series PCL (10.17.20) g Print without previewing button.
Number of copies 1
Page selecton To Preview the selected letter:
3pool Request . . .
T /o Click the Print Preview button
Title // .
Authorzaton To Print the selected letter:
S T e » Click the box in front of Print
Not Print g . .
[ Tmediatey SAP cover page 0 NotPrin 3 Immedlately
[] Delete After Output
[ Mew spool request pient . .
[ Close Spool Request Department e Click the Print button
Spool retention pd 4 Dayls)
Storage Mode g
(3 PrintFreview | 3 Print | Cancel
4 4 @ 1Bieae il o000 BF @8 | ToPrinta Letter for another
Salary Letter Employee:
B el
Further selections H S Search helps % Org. structure
Petog \ + Repeat Step 2
O Today ) Current month ) Current yea
O Up to today () From today
® Qther period . .
Data Selection Period To To Exit this form:
Person selection period To
Selecton = Click the Amber up arrow in the
Personnel number 354 toolbar at the top of the form
Employment status
Personnel area
Personnel subarea
Employee group
Employee subgroup | m ﬁ | Q r
Letter Selection:
Location 0963
Admin. Name John Doe

@ Instruc. Reappointment:

(" Priority 1 List:

(1 Priority 2 List:

(1 Mon-Reappointment:

() 1st Professional Senvice

() 4th Year Annual Contract

(1 Mon-Reappointment Para:
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