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e-PAF Action Types

0 ew Appointrnent () substinte
v v

SAP #:

Applicant I0:

O Transfer 0 Resignation

¥ ¥

() Retirement
v v

() Terminatian

0 Salary/Step Change (o Position Change) () work Sehed. Change (Mo Position Change)

0O Loa - paid
v v

() Lot - Unpaid

() Second Job Benefits
v

J %

PEAS Main Menu

O Return From Leave

O Contract Type

Steps Screen Displayed Procedures
1 LIEET | After logging onto P.E.A.S., the P.E.A.S
I - -
== , || Home Screen is displayed.
‘ﬂ ﬁ | s Fates & ij A'). p y
ke ] sk otallahspestscramachpeasitfa asp v ﬂ@ To Create an e-P AF (E|ec tronic
RRRRRER 419006 1:37:43 PH - Locged in as; 0DDBBOT(WALTER, TEREGAJ¥ ki Pe rsonne | ACt | on FO r m) :
P E A s Polk Employment
1k Ay Action System |~ Click ® Create e-PAF
Welcarne to your home screen,
TERESA WALTE Note: The new e-PAF form has the same
e data fields as the paper copy PAF. The
Gt if data required to complete a PAF has not
e changed nor has the requirement to
Ut PlS g provide back-up documentation with a
B PAF.
2 **Qverview**

Steps 2 & 3 provide General
Information about an e-PAF

To Create an E-PAF: Continue to
Step 4

The first page of e-PAF form is displayed.

The e-PAF form is divided into two
pages.

The first page includes the following:
» The SAP # or Applicant ID

» The Action types available for an
e-PAF

Important: For a detailed explanation of
Action Types, Sub-Action Types, and
Documentation Requirements,

Refer to E-PAF Definition Action
Documentation.
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Steps

Screen Displayed

Procedures

AP 1 1000000z

Last: test
Gender:

Social Securty 4:
Hail Check Address:

City:

Fitective Date Of Action; !

Fastion Number:
b

Ttl:

Location &:
Lozation Name:

Cost Center:

Visc Information

Collective Bargaining Agreement

Hours/Day

Salary

Date Advertised:
i

02-32- 323

Position Information

Demographic Information

fction; Transfer | Renlacement

First: fest Hiddle:

S Cltizen:

Ethnic Origin: Tes M

BithDate:  01/01/1979  HomePhone  [)-

Zip: State:

Fund Split Information

! A Sphtl: A

(=]

Splt2: %
Splt3: %
Spltd: %
Syt %

Sylte: %,

Course Code Information

Course Code Hurnbers:

v A

PAF Comments

Quit Wikhout Saving

The Second page of e-PAF form contains
the following information.

» Demographic Information

(Display)

(This information is populated
from SAP or the On-Line
Application System)

Effective Date Of Action-
(Required)
(The start date of the Action)

Position Information-(Required)
(The position number
information will be populated
from the Organizational
Assignment from SAP.

Fund Split Information-The
payroll cost centers funding this
position.

Misc. Information-Collective
Bargaining Agreement
(Required)

(The category in the Collective
Bargaining Agreement where this
position is listed.)

Hours/Day-(Required)
(Scheduled work time)

Salary(Optional)

Date Advertised: (Required)
(The date the position was
advertised.)

Course Code Information-
(Required for Instructional
positions only) Course Numbers
that will be assigned to this
instructor

» PAF Comments (Optional)Free
form message area
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SAP ¥

Applicant 1D:

e-PAF Action Types

C‘ New Appointment C‘ Substitute
v v

O Resignation

@ Transfer

C‘ Retirernent
v v

Change (No Position Change) O Work Sched, Change (No Position Change)

i O Loa - paid
A4 A4

C‘ Second Jab Benefits
O Return From Leave

Steps Screen Displayed Procedures
4 kR 50006 10:32:11 AM - Lagged in as: 00008897(WALTER, TERESA) ik Important TO Create ane-PAF’ VOU
Please select & valid PAF main action type to begin the PAF processes, mUSt have the f0||0W|nq Informatlon'
o > SAP ID Number or Application
‘ Number (If New Person)
fipplicant 1D: > ACtion T' 'Qe
e-PAF Action Typ > Sub_-Action(when applicable)
O Wew Appointment C‘ Substitute > POSItlon Number
v v
O Transfer () Resignation To Create an e_PAF:
A4
O Tetrnination C‘ Retirement \.
3 3 Enter the SAP ID Number or
0 Salary/Step Change (Mo Position Change) 0 Work Sched, Change (No Position Change) Appl |Cat|0n Number
0O L04- Unpaid (O 104 - Paid
A4 A4
0 O Secand o Benfts A Data Entry Message Prompt will
. Return From Leave . . .
U display at the top of the page if additional
O oo e information is required.
Example of a Data Entry Prompt Message:
Please select 2 valid PAF main action type to beqin the PAF processes,
5 An Action Type is required for all e-

PAF’s. Some Actions require a Sub-
Action type for additional clarification. If
an Action requires a Sub-Action, the data
field under the Action is available with a
pull-down help screen to select the
appropriate option.

Example: If you select the Transfer Action
Type, you must select the Sub-Action from
the help pull down.

@ Transfer

v Mew Position Change {Mo Position Change)
O Contract Type Ef?é‘?;am d
3 L
Example: If you select, Return From Leave,
no Sub-Action is required.
@' Return From Leave
Created by Polk County Schools Help Desk, Ph: 519-8042 ext 51586 3
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Steps Screen Displayed Procedures
6 To Select an Action Type:
SAP #:|1 . . -
et e Click the radio button in front of
pplicant IC: | . .
the desired Action
e-PAF Action Types . . f
Ty ——— et To Select a Sub-Action (if applicable)
b - - -

o Ot ——= Click in the white box under the
Action you selected

O Retirement R

v v e From the pull-down, click the
Change {No Position Change) () Wiork Sched. Change (Mo Position Change) approp”ate SUb-a’Ctlon
¢ _ 2 =] _ Once you have:

) Return From Leave () secand Jab Benefits .

/ v » Entered the SAP # or Applicant ID #
C‘ Contract Type And

‘ > Selected an Action Type and Sub
o Action Type(where applicable)
E=ml
™S« Click Continue
PEAS Wain Menu
7 SAP #: 0oQooo01 A[l).::::ugraphic f::::f::a‘t;:: eeeeee it The Second page Of the e_PAF displays the

Demographic information populated from
z::i::ewrity #: 232 - 32 - 3232 :::EDZ:W 01/01/1979 ::r::l:::ne ()-YES " SAP Or the On-Line Appllcatlon SyStem
el ek s - (New Appointment) for the applicant.

Effective Date Of Action: / /

Position Number:

Job #:

splitz:
Split;

Splits:
Splits;

—— Enter the Effective Date of Action

(MM tab DD tab YYYY)

T~ Tabto AM, Select AM or PM

~~e Enter the 8-digit Position Number

Demographic Information

SAP #: 00000001 Action:

Last: test First:

Gender: Ethnic Origin:
Social Security #: 232 - 32 - 3232 Birth Date:

Mail Check Address:

City: Zip:

Position Information

Effective Date Of Action: (08 _|/(01 |/[2006 J|AM v
Fasition Number: 50072601
Job #: BE84

Title: Sr Analyst - IT - Database
Location #: 2801

Location Name: Help Desk/Cperations

Cost Center: SE01ZSALAR

Transfer : Replacement

test

Middle:

Us Citizen: Tes No

01/01/1979  HomePhone: () -

State:

SplitL:
splitz:
Split3:
Splitd:
splits:

Splits:

Fund Split Information

The system will retrieve the Position
Information from the Organization Unit
in SAP.

Refer to” Display an Organizational Unit”
documentation located on the Polk County Web
Site to print the Organizational Report for your
location

To Retrieve the Organizational Unit
Information from SAP:

<<
e Click . or Press Enter
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Steps

Screen Displayed

Procedures

Demographic Information

SaP #: 00000001 Action; Transfer : Replacemnen it

Last: test First: test Middle:
Gender: US Citizen: Yes

(-

Ethnic Origin:

Social Security #: 232 - 32 - 3232 Birth Date: 01/01/1979  Home Phone:

Mail Check Address:

city: Zip: State;

Position Information Fund Split Information

Effective Date of Action: (06| /|01 [7|2006 |[AM v splitt:

Position Number: 50012601 slitz:
Tob #: BE84 Splita:
Title: Sr Analyst - IT - Database Splita;
Location #: 9601 Splita:
Location Mame: Help Desk/Operations Splits:

Cost Center; 9B012SALAR

If this Position is funded from one cost
center in SAP, leave the Fund Split field
blank and proceed to the Collective
Bargaining Agreement field.

If this Position is funded from multiple
cost centers, you must enter this
information in the Fund Split
Information section on the screen.

Position Information Fund Split Information

Effective Date Of Action: (08| /|01 |7|2008 || AM v | Spliti:

3
Position Humber: 50012601 Splitz: @
Job #: BE84. Split3: %
Title: Sr Analyst - IT - Datahase splita: %
Location #: 9801 Splits: %
Location Name: Help Desk/Operations splits: %
Cost Center: 95012SALAR
Misc Information Course Code Information
Collective Bargaining Agreemmen it Course Code Numbers:
.
H s/Da \

AFSCME(Bus Attendants)
AFSCMEIBus Drivers)
AFSCME(Custadial)
AFSCHME[Food Service)
AFSCRE(Maintenance)
AFSCMERMehicle Services)
Educational Support{District Office Emplowvexs)
Educational Supportkdigrant Home School Liax
Educational Supportbdigrant Swystems Operatar,
Educational SupportiFrinting Specialist & GraphicXrtist)
Educational Support{School Based Secretaries)
Mo Bargaining Agreament

Faraprofessional

FCEBAdministrator)

FCEBE(Clerical)

FCEB(Frofessional Technical)

Substitute Class

Teacher

Misc Information Course Code Information

Course Code Mumbers:

g

Collective Bargaining Agreement

Haurs/Day

Salary

Date Advertised:
/ /

PAF Comments

s Place your cursor in the Splitl field,
Enter the 1% cost center

Tab to % field, Enter the percent
(%) to be charged to this cost center

e Tab to Split2 field, Enter the 2"
cost center

e Tab to % field, Enter the percent
(%) to be charged to this cost center

Continue this process until you have
entered all the Funding Split Cost
Centers.

Note: The percents entered MUST total
100%

lo Click the Collective Bargaining
Agreement help pull-down. From
the pull-down, Select the Collective
Bargaining Group that this position
falls under
Examples:

School Based Secretary = Educational
Support(School Based Secretaries)

Custodian= AFSCME(Custodial)

e Press Tab to Hours/Day field
e From the pull-down, Select the

N Hours/Days this position is
scheduled to work
Created by Polk County Schools Help Desk, Ph: 519-8042 ext 51586 5

12/8/2006




Electronic PAF
Create an E-PAF

Steps

Screen Displayed

Procedures

Misc Information

Course Code Information

Course Code Numbers,

PAF Commen ts

3%

Misc Information

Callective Bargaining Agreement

Course Code Information

Turse Code Mumbers:

PAF Comments

Save

Misc Information

allective Bargaining Agreement

PCSB(Professional Technical)

fours/Day
6.00 ~

Balary

pate Advertised:
o7 |01 ][2008

v

Course Code Information

Course Code Numbers;

PAF Commen! ts

HourssDay

Start Date:
£

.

End Date:
&

11th Day Date:

s

Interimm Serms Jobad:

/
/

A

The Salary field is a free form text field
and used only when there is a Salary

recommendation.
Tab to the Date Advertised field

Enter the Date this position was
advertised

(MM tab DD tab YYYY)

For a Substitute e-PAF: Continue with
step 9.

For all other e-PAF’s: Proceed to Step
10.

Stihstitite -PAF

NOTE: The following information will
display only when creating an e-PAF for
Action Type Substitute, Sub-Action
Interim, additional information is
required. The program will display the
required additional fields.

Start Date/Time of Day: Enter the
Start Date and Time of Day when
the substitute will begin in this
position.

11" Day Date/Time of Day: Enter
the 11" consecutive school day and
the Time of Day the substitute has
taught in this position.

End Date/Time of Day: Enter the
End date and Time of Day the job
ends.

Interim Sems Job #: Enter the
Sems Job Number

A
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Misc Information

Callective Bargaining Areement

Tescher

Hours/Day
1k A

Coursa Codle Information

) 00120 4G KON
O mts0ENG 1

|

Steps Screen Displayed Procedures
10 || i For Non-Instructional positions:

FrsB(Protessional Technical) | [z00073200) Proceed to Step 11

ours/Day C‘lDDlSdD ENG IT

For Instructional Positions: You must

enter the Course Code Number(s)

! assigned to this instructor.
T Tab to Course Code Numbers field
To Enter 7-Digit Course Code Number:
M_”t_ _ e Enter the 7-digit Genesis Course

R Number(s) to be assigned to this

PCSB(Professiona | Technical) 5 —(_) g

Hours/Day 1001340 ENG 11 I nstructor

Click Add

R somments Continue this process until you have
added all courses.
11 Mis omition CourseCore nfomation AS you enter the course numbers, the
course numbers and course descriptions
- will display in the area below the data
ol BarganingAgrsmet Caurt Code Numbrs entry field.
v (e
i (e on }
Otmetoas

To Delete a course:

—e Click the radio button in front of the

course number/description.

T Click the delete button

Created by Polk County Schools
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Steps

Screen Displayed

Procedures

12

Misc Information Course Code Information

Course Code Numbers:
~| |20007300

Collective Bargaining Agresmen t
PCSB(Profegsional Technical)

O 1001340 ENG 1T

PAF Comments /

EZQ)
Quit Without Saving

Hours/Day
8.00 ~

Salary

Date Adwertised:
07 |so1 |, 2008

This is a test.

The e-PAF (1308) has been saved
successfully

yal

PAF Comments is an optional Free
Form Text box available to use if you
have comments.

|| Tabtothe Comment field and begin

typing.

To Save an e-PAF:

™ Click the Save button

If no data errors were found, you will
receive the message:

“The e-PAF has been saved successfully.”

Please click here if page does not redirect sfter 10 seconds\

FRERERE R 6/2006 1:33:54 PM -- Logged in as: 00008897(WALTER, TERESA)!HH#+t+

SAP &

fipplicant 10:

e-PAF Action Types

() Wew Appointment (O substiute
v v

0 Resignation
v ¥

O Transfer

() Retirament
v v

() Terminatian

0 Salary/Step Change (No Position Change) () Work sehed. Change (Mo Position Charfge)

() Lo4 - Paid
A4 A4

O L0# - Unpaid

() secand Job Benefits
v

C‘ Return Fram Leave

C‘ Contract Type
v

~Note: After 10 seconds, the program
will return you to the blank e-PAF
screen or click the following message:

Please click here if page does not redirect after 10 seconds,

To Exit the e-PAF screen:

e Click P.E.A.S. Main Menu icon

If there are data errors, you will receive
the Data Entry Message Prompt at the
top of the screen explaining what data
needs to be entered or corrected.

An example of a Data Entry Message:

Flease enter & walid pasition number, and click the '<<' button.
Flease select a walid Collective Bargaining Agreement.
Please select a walid Hours/Day value.

FEAS hain Menu
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Steps Screen Displayed Procedures
13
Make the necessary correction.
o e Once all corrections have been made:
Misc Information Course Code Information
Collective Bargaining Agreement - Course Code Mumbers: —
Hours/Day
‘ - Click the Save icon.
e ou will receive the message:
“The e-PAF has been saved successfully.”
14 54 To Exit the e-PAF screen:
Applicant ID:
e-PAF Action Types Click the P.E.A.S. Main Menu icon
C‘ Mew Appointment C‘ Substitute
v v
O Transfer O Resignation
v v
O Termination O retirement Important Information: If you are the
L v -
approver for your location, the e-PAF
O Salary/Step Change (Mo Position Change) O waork Sched. Change {Mo Positign Change) Wl “ be automatlcal Iv approved When the
O Loa - Unpaid . O Loa - Paid . e-PAF is saved.
C‘ Return From Leave (\ Eecond JoiBeneﬁts
C‘ Contract Type
v
PEAS hain Menu
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