Teacher Certification Comprehensive Report

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_ALL_CERTIFICAT Teacher Certification Comprehensive Report

[

The Comprehensive Certification Report Screen is displayed. Click the Get Variant icon
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Variant catalog for program Z_HR_INT_ALL_CERTIFICATIONS

Double Click the Create Certif Report/File varian\

Yariant name Short descriptn.
A REPORTIFILE Create Cerif ReportFile

Remove the asterisk from the Personnel Area field; Replace it with your four-digit location number
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File Marme CIAZSAPFILE  XLS

~ Create File

Click the Execute icon

Transter to a Local File

File narme CASAPFILE LS Iﬁ’
Drata format WEA

Transfer ag

Click the Transfer button
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If the Report does not display immediately, the Transfer to a Local File window is displayed stating
that the File already exists

File name: CASAFFILE =LS
Data farrmat WE
File already exists
Replace Append lewy name 3%

Click the Replace button

The screen displays an Excel spreadsheet, which can be saved as a local file in Excel.

By I e e

A B © D 5, F G
1 |LOCATION S0OC SEC # PERES # LAST HAME FIRST HAME JOE DESCEIFTION OUT COF
2 |Int'l. Baccalaureate — Ba'6657785858'00002141 EOOF BETTY Teacher. For Lan SH Ei Send t
3 |Int'l. Baccalaureate — B='591051082'00002145 SHITHSON EBOE Teacher, Lan Arts SH
4 |Int'l. Baccalaureate — Ba'123121234'00003182 JOHNSON JAHES Teacher, Lan Arts SH
5 |Int'l. Bacocalaursate — Ba'26672078600003261 DOUGLAS FRELLIE Asst Prin SH
6 |Int'l. Bacoalaursate — Ba'555779999'00003854 BOE BILLY Teacher, Lan Arts SH
7 |Int'l. Baccalauresate - Baﬁ89?8?89030003882 DOE JANE Teacher, Lan Arts SH H Out of
2 [Int'l. Baccalaureate - Ba%5522888850004361 BOND JAHES Teacher, Science SH BA Send t
9 |Int'l. Baccalaureate — Ba' 333557777 00004359 JOHNS SALLY Teacher. Science SH EA Send t
10 |Int'l. Baccalaureate — Ba G8888888500005172 JAMES JOHHHY Teacher. Hath SH BA Send t
11 |Int'l. Baccalaureate — Ba 888888888'00005172 JAMES JOHHHY Teacher., Hath SH BA Send t
12 |Int'l. Baccalaursate — Bz '444123456'00005358 MCEAY KAY Teacher., Soc St SH BA Send t
13 |Int'l. Baccalaursate — Ba 876124567 00005636 DOE JONH Teacher, Soc St SH R Owerri
14 [Int'l. Baccalaursate - Ba@ggﬁﬁ????ﬁDDDS??g ROEERTS RUBY Teacher, For Lan SH
15 |Int'l. Baccalaureate — Ba'888331111700005934 SMITH EBOB Teacher. Soc 5t SH Ei Send t
16 |Int'l. Baccalaureate — Ba'987654321700006046 JONES SARAH Teacher. Lan Art=s SH R Overri

Click the X in the top right corner of the report to close the report.

Once the Excel spreadsheet has been closed, the report displays in SAP and can be printed.
Print icon to print the report

Click the

Run Date: 05/02/ 2006 CERTIFICATION REPORT Page:
Locatiaon Soc.Sec. # Fers. # Mame: Last First Job Description Certiticate out of Field
matszsssszasssiarfogree INTOFMAtion?®iisrsssssasszsans srsrrarsaCaprtificate Informationt?=rzss=22
Hire Date Degree Institute Branch of Study Tvype Exp. Subject Area
Int'l. Baccalaurea 555-77-9999 OODR3854  EBOB BILLY Teacher, Lan Arts SH
12/06/1994 Bachelor's FLORIDA STATE UWIVERSITY English (7-12)
REG 2006 ATHLETIC CORCHIMG ENDORSEMENMT
EMGLISH (G-123
ES0L K-12
Int'l. Baccalaurea 555-22-83888 OEDE4 361 BOMD JAMES Teacher, Science SH BA Send to Board for Lpproval
ag/1641998 Bachelor's CINCINWATI, UWIWERSITY 0O Biology (7-12)
Master's SKRON, UNIVERSITY OF Lelm & Supervision (KG-123
RGE 2009 BIOLOGY (6-12%
EDUCATIONAL LEADERSHIP {ALL LE
MIDDLE GRAEDES GEMERAL SCIEMCE
FHYSICS 6-12
Int'1. Baccalaurea BBS-77-28288 oooEz2141  BOOP BETTY Teacher, For Lan SH BA Send to Board fTor Spproval
[E/1871986 Eachelor's UMIY OF SOUTH FLORIDA Bilingual Education (KG-12)
Master's UMIY OF SOUTH FLORIDA Bilingual Education (KG-12)
REG 2007 FOREIGM LAMGURGE - FREMCH K-12
FOREIGM LAMGUAGE - SPANISH K-1
Int'1. Baccalaurea 789-78-7290 opoo3g82  DOE JANE Teacher, Lan A&rts SH H Out of Field ESOL
[a/02/1999 Eachelor's CENTRAL FLORIDA, UMIV OF English (7-12)
Master's MOWS UMIVERSITY Educational Leadership
RE PAAT FHAI TSH rR-19%

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