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Report of State Issued Teaching Certification  

 
 

From the SAP Easy Access PCSB Menu Screen: 
 
Click the Expand Icon to the left of: PCSB Menu > Human Resources > Human Resources Reports 

 
Double Click on ZAHRA_CERTIFICATION- Report of State Issued Teaching Certificates 
 
The Comprehensive Certification Report screen is displayed  
 
 
 
 
 
Remove the asterisk from the Personnel Area field, Type your four-digit location number 
Click the Execute icon  
 
 
 
 
  
 
 
 
 
 
The Transfer to a Local File window is displayed 
 
 
 
 
 
Click the Transfer button 
 
If the Report does not display immediately, the Transfer to a Local File window is displayed stating that the 
File already exists  
 
 
 
 
 
Click the Replace button 
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An Excel spreadsheet screen is displayed; it can be saved as a local file in Excel by clicking File, then Save or 
Save As. To close the Excel window, Click  File, then Select Close or Click the X in the top right corner of the 
Excel window. 

 
After the Excel spreadsheet has been closed, the report is displayed in SAP and can be printed.  
Click the Print icon on the Tool bar to print the report 
 

 
 
Click the green arrow on the Tool Bar to Close the SAP report to return to the Comprehensive Certification 
Report screen 


