PAF Center Comp Request (v1)


Things to Note before You Start

1. All PAFs must be submitted and fully approved by 10am CST the Thursday prior to the check date.

2. If there is something missing that is important for your district, or something doesn’t work very well for your district, please don’t hesitate to let us know.

How to Create/View a Comp Request

	1.  Log in to the PAF Center Toolbox
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	2. Select Add New Comp Request
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	3. Select the type of request

	Enter the district and then select the drop down for the Comp Request Type.
Click Save and the Doc # will automatically populate.
Note: Make sure and notate the Doc # for future reference.
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	4. Entering Data into the Comp Request

	
There are two options when entering the data.
A. Click on the File Upload link. This will launch the corresponding template for you to copy and paste your data into.
B. Adding a new row of data in the Employee Details Section. This is typically used when you only need to enter a few rows of data.
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Note: Make sure you enter your comp request number on the template as shown below.
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5. Uploading the data to the Comp Request

	
Once you have entered all the data on the template, use control+shift+U to upload. A window will pop up for you to select Save Data.
The template will then populate the right side of the sheet with information for you to double check. It will also check to make sure the clock numbers are valid, etc.
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If the data is accurate, you should receive a message that states “added” and “Upload was Successful”.
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You should save this file to your desktop for your records, and then close the file.
You can then view them in the details section of the PAF before submitting by clicking refresh as shown below.
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Click Save to submit the file for approval.
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	5. Editing existing Comp Requests

	
To edit an existing Comp Request, go to the main Comp Request screen and filter for your Doc#.
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