Parent Notification Staff Roster Report — ZAHRA PI_ROSTER

From the SAP Easy Access Menu Screen:

Click the Expand Icon to the left of: PCSB Menu >Human Resources>Human Resources Reports >
Double Click ZAHRA_PI_ROSTER Parent Notification Staff Roster

Type your 4 digit location number into the Personnel area field > Click the Execute icon
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If you have previously run this report you will receive this message. Click Yes to replace the file
with current data.
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i A file named 'c:\SAP reportsiPI Staff Rosterialta Vista Elementary 20060130, xls" already exists in this location. Do
you want to replace it?
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An SAP information window will be displayed that indicates the file has been saved to your local
C drive SAP folder.
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Click Ok

The SAP screen will return to the SAP Easy Access Polk County Public Schools menu screen.
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Parent Notification Staff Roster Report - ZAHRA_PI_ROSTER

To retrieve the Report from the C: \ SAP reports\PI Staff Roster file for your school:

Open My Computer > Double Click the Local Disk (C:) Drive icon
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Locate and Double Click the SAP Reports Folder
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The report will be displayed listing Employee Names, Position and Out of Field Statues.
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Double Click the PI Staff Roster Folder



