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Logon to P.E.A.S using the Login 
documentation. 
 
To Search e-PAF’s: 
 
• Click        Search e-PAFs 

 
The e-PAF Search Criteria screen is 
displayed. 
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The top section of the screen provides a 
variety of search and display options.  
 
Search Options: 
 

 School Year 
 Month 
 Location 
 SAP # 
 App# 
 e-PAF ID  

 
Display Options: 
 

 Record ID-computer generated # 
 Last Name - Employee 
 Action, Last Name –PAF 

Action/Sub-Action/Last Name 
 Only Active- Status 
 Only Completed-Loaded to SAP 

and ready for paycheck 
 Only Rejected-At any point of the 

process prior to action taken 
 All 
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Searching by the e-PAF ID is the quickest 
and most efficient way to search for e-
PAFs.  An Id search will result in only 
one record being returned to the result list. 
 
 
Order By Criteria 

1. Record Id  
2. Last Name  
3. Action, Last Name 

 
Restriction Criteria 

1. Only Active 
2. Only Completed 
3. Only Rejected 
4. All (Default) 
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A more common way to search for e-PAF 
records, would be to enter in the 
individuals SAP number or their 
Applicant number. This will result in 
every e-PAF for the individual being 
returned to the result list. 
 
This type of a search can be used in 
conjunction with the year and month 
search. By entering an (SAP number or an 
Applicant number), year value, and a 
month value; a list of e-PAFs for this 
individual during the stated year and 
month will be returned in the result list. 
 
 
Order By Criteria 

1. Record Id  
2. Last Name  
3. Action, Last Name 

 
Restriction Criteria 

1. Only Active 
2. Only Completed 
3. Only Rejected 
4. All (Default) 
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Entering a value for the year and month 
search criteria, will result in all e-PAF 
records created during the selected year 
and month combination. 
 
 
 
Order By Criteria 

1. Record Id  
2. Last Name  
3. Action, Last Name 

 
 
Restriction Criteria 

1. Only Active  
2. Only Completed  
3. Only Rejected 
4. All (Default) 

 


