Electronic PAF -Administrator
Approving, Rejected, and Pending Inbox Records

Steps

Screen Displayed

Procedures

Polk Employment
Action System

You have (1) new e-PAFs

P.E.A.S.

‘Welcome to your home screen,
test test,
HR Menu

Create e-PAF

Search e-PAFs

YCAS - Viewer Module

Change PEAS password

Sign Dut |

Polk Employment
Action System

You have (2) new e-PAFs

After logging onto P.E.A.S, the P.E.A.S
Home Screen is displayed.

As a school based or district office
administrator, you can view the status of
New, Approved, Rejected, and Pending e-
PAF’s on the Inbox Records Screens.

When new e-PAF’s are created, the total
number of new e-PAF’s will display
within the parentheses on the right of the
home page.

To access the e-PAF Inbox Records
Screen:

Click the number within the
parenthesis () to open the Inbox
Records screen

or
Click the Mail Image

HAEEHIC 0054, 400 P - Logged a5, 00DDO0D N fet, et ¥4+

Curtent nbow Records  [Aoptoved Inbow Records  Reiected Inbok Records  Pending Inba Recards

(reate Date Days in Inha
YL/ 40 5 |

efifll Name  Action
K ettt New Appointmert

PEAS Hain ey

The Inbox Records Screen is displayed.
The Inbox Screen has four tabs.

» Current Inbox Records: This tab
displays the e-PAF’s that have
been created and are waiting your
verification and approval

» Approved Inbox Records: This
tab displays all e-PAF’s that have
met all the requirements and are
cleared for hire.

» Rejected Inbox Records: This
tab displays all Rejected e-PAF’s.

» Pending Inbox Records: This tab
allows view access to all e-PAF’s
that have been approved by the
hiring/releasing administrators but
not cleared for hire by the County
Office.
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Electronic PAF- Administrator
Approving, Rejected, and Pending Inbox Records

Steps Screen Displayed Procedures
3 Current Inbox Records
(oot e oorved oo e et bow e ending nho e To Verify and Approve Current Inbox
Records:
s Select the Current Inbox Records
i \ o0
el Name  dctin (heate ate Diys i Inhow )
: ! A list of the Current Unapproved e-
% tESHESt NGWAMU\HTMEHT 5/15/20064:%125% U PAF’S is d|sp|ayed ThlS screen inc|udes:
> e-PAFID
> Applicants Name
‘ » Action Type
FE e > Create Date/Time
» Days in Inbox
To Select an e-PAF to review or
approve:
- Click the e-PAF Id number to
display the detail screen
PR ‘ T oA P R el The Action Form screen is d|sp|ayed
4 L — Demographic Information
232 - 32 - 3232 E%?;zz 01/01/1979 E?;r;‘:liyh:une‘ 0- Important: Before Droceedlnq, a.
P — T careful review of the data is necessary.
R If required information is omitted, the
s hiring of the employee may be delayed
. (C— or denied.
spiita: e R T —
T
T
' . I —
i [

Add Note
...............
Actions To Parform
Approve PAF Fojc  PAF Seva Changes
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Electronic PAF - Administrator
Approving, Rejected, and Pending Inbox Records

Steps Screen Displayed Procedures
Action Form Information
Action Form Number: 1317
5 N A vl Remember: Once a PAF has been
gy omearoptic informaton approved, you cannot make changes.
Last: test First: test Middle:

Gender: US Citizen: Ethnicity:

Social Security: 232 - 32 - 3232 Birth Date: 0170171979 Home Phone: Q-
Address: City: Zip:
Previous Position Information New Position Information

Poston flumber: Postion Nurbers — [R0012810
¥ b 0%

Ttle: .

Title: Sr Analyst - IT - Systems
Mok Location #: 9801

el Location Name:  Data Processing

et OostCemeri  JBOLZSALAR
Hours:
o Hours: ] v
Salary:
End Date: i
Spltl: Spltd: 0T25ALAR |30 o
b2 it WISLR  [D
Spli3: )
it st ¢
splts: Syl %
Syl it "
Splite: 4,

Misc Information
Collective Bargaining Agreement: ’KPMG(meessiuna\ Technical) j
Diate Advertised: r/r/QUUE EﬁecﬂveDateOfﬁ\c’tiunl:Ir/’l—/EUDE lm
Effectve Date Of Action 2: ’_/I_/ A | Effectve Date OfAc'cmnazl_/’_/ Im
SEMS Job Number:

Course Code Nurbers
Add| Delete

Routing Info
Group Status Apprv. Appry Dte Rejected Reject Date
Hiring Admin
Releasing Admin

Note Section

Add Nate

258 - Test note!
BASIL K CTTALLAH

Actions To Perform

Approve PAF Reject PAF Save Changes

To Approve a PAF:

LCIick the Save Changes button

Click the Approve PAF| button

Actions To Perfom

Reea PIF |

Tove PAF

Save Chines |

To Complete the Approval Process:

Click the OK button

|

To Cancel the PAF:

Click the Reject PAF button

Actinns To Perform

Agpnue PP Bt FAr Save Changes
e Click Ok after the message box is
displayed informing you this e-PAF
IS no longer in your inbox for

Microsoft Internet Explorer x|
& This &-PAF is no longer in your inbox For appraval,

t 0K I

# Click OK confirming e-PAF is
rejected.

Microsoft Interne X|

& e-PAF has been rejecked
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Approving, Rejected, and Pending Inbox Records
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Current Inbox Records  (Approved Inbox rds

e-Paf Id Name Action

Rejected Inbox Records

Pending Inbox Records

Show Recards: 1 YWeek

131* test test

New Appointment

FEAS Main Mem_\

Approved Inbox Records
(Informational Tab)

To View the list of Approved Inbox
Records:

\\. Click on the Approved Records tab

The screen will display:

» e-PAF Id number assigned when
the PAF was created.

The name of the applicant

The Action Type of the PAF
The date and time when the e-
PAF was created.

To Access an e-PAF:
\. Click on the e-PAF ID Number

YV V

The Action form will be displayed.

The Note Section is the only data entry
field that can be updated after an e-PAF
has been approved.
To Add a Note:

Click in the Note Section of the PAF

4:) Save a Note:

e Click the Add Note button

The routing information which is
displayed at the bottom of the page, will
list the

» Groups (the job positions or areas to
review or approve the PAF)

» Approval Status
» Approval Date/Time
» Rejected/ Rejected Date.
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Electronic PAF - Administrator
Approving, Rejected, and Pending Inbox Records

Steps Screen Displayed Procedures

Rejected Inbox Records

7 Current Inbox Records  Approved Inbox Records  [Rejected Inbox Records |Pending Inbox Records
= (Informational form)
Create Date

e-Paf 1d Name Action ... (CreateDate

ﬁ\ test tast Hew Appaintmant /1572006 4:05:25\

PEAS Mangenu |

To View the list of all your Rejected
Inbox Records:

~ Click the Rejected Inbox tab

To Select an E-PAF to review:

e Click the e-PAF Id number

8 The Action Form is displayed.

JH\E Edt View Favortes Tools Hep

J o 2 | Gﬂ Qoo (ilFovntes etz 6‘% a8 ”HUn«s [ ”Hﬂddvess . . .
" - 1 | | If an e-PAF is rejected, the Routing Info

Current Inbox Records ~ Approved I

Splts: Splite:

L section located at the bottom of the form
an e — will display the rejection information.
o™ L aiew e || | YoU can see who has rejected the PAF
Effective Date Of Action 2: Effective Date Of fction 3t Wlth the date and time.
SEMS Joa Number:

e To Add a Note:
| L—s Click in the Note Section of the PAF

To Save a Note:

J/J/__.-—a Click the Add Note button

258 - Test nate!

BASILK OTTALLAH
Routing Info
Group Status  Apprv.  Apprv Dte Rejected Reject Date
Hiring Admin test test 5/16/2106 8:25:00 A
Releasing Admir tast test 5/16/2306 8:23:00 AW
Insurance
Payrall

d (o

"Q]Duna ‘ ‘ Lutéhntvanat /4
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Approving, Rejected, and Pending Inbox Records

Steps
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f1d Name Action Create Date

Current Inbox Records ~ Approved Inbox Records  Rejected Inbox Records  [pending Inbox Records

4
7 test test New Appaintrent

5/15/2006 4:06:25 P \

PEAS Main¥znu

2 Personnel Action Form (Action Form Yiew) - icrosoft Intenet b(p\w!léi -[0

Jﬂb Edt Vew Fawrtes Took Hep ‘

| e o Q8 4| Qo Glfowts Ghesa B 2D 52l ”Hmks Enstmizelins

urentinbos Becor - SRR “JAdcvess |t sl Palfn spAF=1317 7 o
4
fa_p;”d_ttt"::st --------- c :;' Previous Position Infarmation New Pasition Infarmatian
Position Hambe-: Position Hambe-: 50012810
Db Db 9035
Tle: Tle: St Analyst - IT - Svstems
Location #: Location #: 9e01
Location hame: Location hame: Dita Pracessng
Cost Center: Cost Center: 9E01254LAR
Haurs: Haurs: 830
Salary: Salary:
End Date: 9939:281 Salit: 980125ALAR 90%
Salitd: Salitz: 9601ISALAR 10%
Stz Salit3;
alit3: alitd:
Soltd: Salts:
Salts: Salit:
St
Misc Information
Collective Barganing Agreement: KPMG(Professional Technizal)
Date Advertiszd: 1172006 Effective Date Of Action 1: /172006
Effective Date Of Acticn 2 Effective Date OF Adtion 3
SEMS Job Huriber:

Course Gode Numbers

Note Section

; |

‘Qﬂ Done ‘ ‘ Local ntranet

Pending Inbox Records
(Informational Tab)

The Pending Inbox Records screen will
display all e-PAF’s that have been
approved at the individual
locations/schools level but have not
passed through the entire hiring process at
the County Office level.

To View the list of all your Pending
nbox Records:

Click the Pending Inbox tab
To Select an e-PAF to view:

\o Click the e-PAF id

The Action Form will be displayed. Refer
to the Routing Info section of this form
to:

» View the status of the e-PAF
Or
» View the stages of approval process

In this example, the hiring administrator
and the releasing administrator have
approved the PAF but the Personnel
Assistants status is pending.

To Add a Note:

| Click in the Note Section of the PAF,

type the comments

To Save a Note:

e Click the Add Note button
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