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CATS INITIAL SCREEN

OVERVIEW

Managers and/or timekeepers input data into time sheets via the CATS (Cross-
Application Time Sheets) screen. Time data is stored in the CATS database and is
available for reporting. When someone (manager, supervisor, timekeeper) needs to
maintain time sheet information for an employee or group(s) of employees, he/she must
first enter data into the fields on the “Time Sheet: Initial Screen.” After doing so, the
system displays the Cross-Application Time Sheet in Data Entry mode.

OBJECTIVE

You will learn how to use CATS to maintain employee time sheets in this exercise.

MENU PATH

Human Resources — Time Management — Time Sheet — Time Data —» CAT2 - Enter

TRANSACTION CODE
CAT2

PROCEDURE

Note: Procedural sequence numbers (1, 2, 2.1, etc.) denote an ACTION that you
should perform for proper execution of this exercise.

1. Logon to the SAP system and follow the Menu Path shown above.
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2. On the screen “Time Sheet: Initial Screen,” enter information in the fields as
specified in the table below:

gl uaEeae | CHE BDLn FE @
Time Sheet: Initial Screen

Data entry
Data entry profile SSHE-P @ State Systern of Higher Ed - List Entry w/Position
Ky date 09#17/2003

Person selection

Fersonn._|Name Par Costetr Org.unit |Ti|Last name
IRE —

—
23107 Huard | Adam JOSEPH (0818 1099999999|10080606E CO1 HUARD ADA
23118 Supple , Meghan D oeta 1099999998|100800068 GO1 SUPPLE ME

[ | TRN (1) (4100 P sshedv2  OVR

g start “ e &5 ”“ & Microsoft 0...| [nsox -pic...| BEj1 -mUs ... | g 540 Logon .| [ Time she... | Epocument...| [EMicrosortE... @um;oq-d 2:28 4M
Field Name Description User Action and Values Comments
Data entry The data entry profile determines the Will automatically be
profile method of data entry, the layout of the populated with SSHE-P.
data entry screen, and the following
factors:

- Whether times can be entered for
individual employees or for groups of
employees

- Which data can be maintained
(confirmations, services, etc.)

- Whether time sheet data is entered on

a daily, weekly or monthly basis

- Whether or not the data entered is subject

to approval

Key date The Key date field will default to the current Change date to match pay Any date during a
date. This date will trigger the pay week that week you need to access. particular pay week
will automatically appear on the “Time Sheet:: can be used.

Data Entry View”.

2.1.  Select the employee by clicking in the blank field to the left of the employee’s

personnel number. Click on the Enter Times icon at the top left of the
screen.
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3. The “Time Sheet: Data Entry View” screen includes 7 days, or 1 pay week. The
‘Data Entry’ field gives you the begin/end dates for the pay week you are entering
information for. If you are inputting information for an entire biweekly pay
period, you need to access two “Time Sheet: Data Entry View” transactions. This
can be done by:

e Using the ‘Key Date’ field on the “Time Sheet: Initial Screen”, or
e Using the front/back arrows at the top of the “Time Sheet: Data Entry
View”.

Pay week begin/end dates
> —dCaQ CHE DUon FE @0

e [

‘03/13/2003) e Front/back arrows to move
from pay week to pay week

.. |Position ... |From [To From ... [From |To From |To .. [From |To
0.08| 0. 0000:PEEE:00| 0.00[I0:08AA:00| O 0000 0AE:00| @6 0000 00PE:0G| ©.00/00:E0|E0:AG| 0.0000:00/A:60] O.6000:00@A0:[«]

008 0,00 0,00 0.00 b.00 0.00] 0,00, 0.00] -]
[]
[~]

D]

[ | TRN (1) (4100 P sshedv2  OVR

Hstart| | @) o) & E) 7| Spicrosor... | [Smbox - . | [ElL-103..| i 58P Log... [ Time sh.. dstudent .| Bipetaed .| B4R stua.. | Hsudent.. | [RELE QD] = 110san

I I — ]

Data entry view Release view Variable wiew
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3.1.  Complete the required fields as specified in the table below.
Field Name Description User Action and Values Comments
LT 1. Clock — ‘Target hours’ 1. This information 1. You have the option
indicates the totals for the automatically defaults of ‘hiding’ this field
scheduled hours on a unless the employee is by selecting the F7
weekly and daily basis and hourly. key.
the scheduled from/to times 2. This information 2. You have the option
for the daily work schedule. automatically defaults of ‘hiding this field
2. E - Totals Line’ indicates based on input of by selecting the F6
the weekly and daily totals additional key.
for additional attendances/absences for
attendances/absences. As salaried employees, or all
each new hours worked for hourly
attendance/absence line is employees.
added, this row will be
updated to include all
activity totals.
AIA Attendances/Absences. Use the drop down box for applicable
attendances/absences permissible
for the employee’s personnel sub
area (bargaining unit).
Day and 1. Each day in the pay week Required when additional If a full day of leave is
From/To will be listed along with the attendances/absences are necessary taken, you have the
calendar date. This column | for salaried employees, or to option of just entering
will reflect the total hours for | compensate hourly employees for the total number of
the attendance/activity attendances/absences. hours instead of the
based on the input for the from/to information.
from/to fields.
2. Enter the starting
time/ending time for the
attendance/activity.
3.2.  Click the “Save” button, .

Note: While on this screen, you can perform various functions. For example under the
Edit Menu, you can Insert lines (Ctrl + F4), Delete lines (Shift + F2), Copy lines
(F5), Split lines (Ctrl + F3), and create New lines (Ctrl +F5). Moreover, you can
Select all (Shift + F7), Deselect all (Shift + F8), Sort ascending (Ctrl + F8), Sort
descending (Ctrl + F9), Check entries (Ctrl + F6), and Reset entries (Ctrl + F11).
In regards to times, you can Distribute hours (Ctrl + Shift + F1), turn Target hours
(F7) and Weekdays (F8) on and off, etc.

Also from this screen, you can view detailed time data, display the time data in
various views (Data Entry, Release, and Variable), Check the log, etc.
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PRACTICE ASSIGNMENT

» To be provided by Instructor

SUMMARY/REVIEW

In this exercise, you learned how to maintain employee time sheets in CATS. A “Quick-
View” of the step-by-step procedure for this transaction is available in Appendix B.
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CADO - DISPLAY TIME SHEET

A fast, easy way for a Time Administrator or Supervisor to review CATS input for an
individual employee or a group of employees is to access CADO — Display Time Sheet.

1. Initiate action by typing ‘CADQ’ in the transaction box at the top of the screen;

Nl ] e =]
C@o LEHR ODan EE @M

SAP Easy Access
B ® | & || & otermenu | | & B x| a|| B createrole | | [ assion users |2 Documentation

N

Menu Edit F

= {3 Favorites
PA30 - Maintain
PA4D - Personnel Actions
PAS1 - Display
PABT - Maintain
CATZ - Enter
CAPS - Selection Lging Personal Data
PTE3 - Personal Work Schedule
PTE0- Time Evaluation
PTB1 - Time Statement
PCO0_M10_CALC_SIMU - Simulation
S_AHR_G1018754 - USA-= Info system -= Payroll resuls -= Display payrol
S_PHA_46000172 - America -» USA-> Info system -> Payroll results -» Wag
PCO0_MI0_REC - USA-= Infa system -= Payroll results -= Payroll reconeil
[ Pa7O- Py | -= Administration -= HR Master Data -= Fast

~ {3 SAP mahu

b [ office

b [ Logistics

b [ Accounting

I> (2 Human Resources

b (2 Information Systerns

B (O Tools

Transaction
box

[ I [ TRN (1) (410) P2l | sshedvz | OVR

Hstart|| [ ol @ ) | b -picros..| 41 -z gous....| [bepjpcicyw...| of 54P Logon 46D | ag'5ap Easy acc.. | Ecanovisp Ti. [[qsapEasy ac. | R O D Elad 10414
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2. Executing the report:

- If you have a variant saved, click on the ‘Variant’ icon. The variant can be
created for each time supervisor and saved to include the personnel numbers
for his/her timeadministrator code; or,

- If pernr(s) aren’t included in a variant, enter the pernr(s) for the employee’s
records you want to review along with the dates for the period you want to
review.

- Execute.

Display Time Sheet Data
Recetver param. || Sender pararn. || All parameters |

Personnel I na
Status

O Today ) Currentyear & OlherpN

) Currentweek O Al
) Gurrent month O Past
Data selection period 81/25/2083 ta 02/87/2003 [=)

‘Variant’
icon

Period dates

dhstare|| | ] & @ ) || Embos - micros. | [E11 -mus mus....| [@repsiipaicyn... | e 5arLogen <60 | agisap Easy ace... | Bcano oep .. |[apiDisplay T, [CRRLS @ DBl 10:934m
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3. A listing of attendances/absences input via CATS will be returned.

List Edit

@ @ DHE 0 o0 BRE am
Display Time Sheet Data

avy2oae TR ¥ & [ [ Choose | [ Save [T, of-

[E[Exce | Pers. [Date Hours|Send. GGt Aoty type[Res. GOt{4iaType [Name  |Last change [Changed by
@00 | 32323|01/2572003 | 400 0100 |Approved|05/06/2003 |JSMITH
| |eoe | 32323|012672003 | 100 0240 |Approved|05/06/2003 |JSMITH
| | eoe | 32323|01282003 | 200 0100 |Approved|05/06/2003 |JSMITH
| | eoe | 32323|01202003 | 100 0240 |Approved|05/06/2003 |JSMITH
| | @oe | 20840 [01711/2003 | 800 U100 |Approved|04/29/2003 |15TRAINDT
| | @oe | 2084001722008 | 400 0100 |Approved|04/29/200% |15TRAINDT
| |ooe | 20%40(01713/2008 | 400 0100 |Approved|04/29/200% |15TRAINOT
| |@oe | 20840(017152003 | 100 0257 |Approved|04/28/2003 |15TRAINDT
| |eoe | 20840(01/162003 | 0.00 0330 |Approved|04/29/2003 |15TRAINDT
| | e@o | 2084001192003 | 600 0102 |Approved|04/29/2003 |15TRAINDT
| | eoo | 2084001202003 | 600 0300 |Approved|04/29/2003 |15TRAINDT
| | eoo | 2084001252003 | 600 0100 |Approved|05/06/2003 |JSMITH
| | eoe | 2084001262003 | 400 0100 |Approved|05/06/2003 |JSMITH
| | @oe | 20840(01727/2003 | 400 0100 |Approved|05/06/2003 |JSMITH
| | @oe | 20840 |01/29/2003 | 1.00 0257 |Approved|05/06/2003 | JSMITH
oo | 20840(02/01/2003 | 200 0102 |Approved|08/06/200F | JSMITH
| |ooe | 20%40|0203/2003 | .00 0300 |Approved|08/06/200% | JSMITH
| |eoe | 17038|01/27/2003 | 750 0310 |Approved|05/06/2003 | JSMITH
| |eme | 1703801262003 | 750 0310 |Approved|05/06/2003 | JSMITH
| | emo | 14637 |01/2672003 | 400 0100 |Approved|05/06/2003 |JSMITH
| | oo | 14637 01272003 | 750 0310 |Approved|05/06/2003 |JSMITH
| | eoe | 1463701202003 | 200 0310 |Approved|05/06/2003 |JSMITH
| | @oe | 1463702032003 | 1.00 0100 |Approved|05/06/2003 |JSMITH
| | @oe | 14637 02042003 | 100 0100 |Approved|05/06/2003 |JSMITH
| | @oe | 14637 02082008 | 1.00 0100 |Approved|08/06/2003 | JSMITH
| | @oe | 14637 02062003 | 1.00 0100 |Approved|08/06/2003 | JSMITH
| |@oe | 14637 020772003 | 100 0100 |Approved|05/06/2003 | JSMITH
[ b [TRM (1) (410) P2 | sshedva | OWR
start ||| [ & & ) || Elinbos -viros,. | 11 - mus gous. .| [ lbktesieolicva.. | e 54PLogon 460 | e3P Easy Acc... | BcAD0 Disp Ti.. |[apiDisplay Tim..  [REYH O DiEiad 1156w
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4. To display more detail on an individual line:

- Highlight the particular line of entry

- Click on the ‘Choose Detail’ icon on the toolbar.

- Detail includes the start/end times of the attendance/absence.

SO SEE DD aO)

EE | @m

Dispiay Time Sheet Data

"&@??@?&BCMGSB [ save (S o2
T~

Pers... |Date Huurs|8end CCtr{Actytype\Rec CCIr{NATy'pE\Name Lastchange |Changed by
32 od|DS/0B/2003 | JSMITH
| EE ved 0562003 |JSMITH
oo0 | 37 ||Soup descrption hsalleont=nt _ |kved|05/06/2003  [JEMITH
| (FELEIC TR 3253 L=\ ed| 05062003 [J8mMITH
20|23 252003 L= Led(04/29/2003 |15 TRAINDT
g |Mame af emplayes ar appiicant Calica, Opal N (0412972005 [15TRAINGT
g |Aitiabs. trpe text Hours Worked Y 03 [TaTRAINDT
_ﬁﬁ Cumru\lmg.area SSHE E&MIQQIQDDE w
Display unitimeasure H
a0 ed|04/29/2003 |15TRATION
FoljeactiEtcniviaTiants g 2d|04/29/2003 |15TRAIND1
5q |Intmeasurement unit H 2d(04/29/2003 [15TRAINDT
30 Created on 05/06/2003 T R NET ]
30 Data entry time 11:17:03 Led 05062003 |JSMTH
7o/ JSMIL} _|ved|05/06/2003 [JSMITH
pTy| [l i ) et (A7 03 d|05/06/2003 |JSMITH
20 |ARRroved by JEMITES ed|05/06/2003 |JEMITH
30 Approval date 05/06/2003 T R NET ]
17 |Processing stalus 0 ved|05/06/2003  [JBMITH
coo | 17 g;‘;“;:ne;‘"u' ;;jlngn-nn | |ved|05/06/2003 [JSMITH
[ e [ |fred|8/06rz008_[J5MITH
14 T W] |ved| 0506003 [J6MITH
14 od|DS/0B/2003 | JSMITH
1 o H bed|DAIMAANNG | JEMITH
QOB | 1 AT T pTved | DAAZ003 [ JSMITH
14637 |02MAZ003 | 100 0100 |Approved|DAARN03 [ISMITH
14637 |0ZUEZ003 | 1.00 D100 |Approved|0S/06/2003 [JSMITH
14637 02072003 | 1.00 D100 |Approved|0S/06/2003 | JSMITH

‘Choose Detail’
icon

[ TRM (1) (410) P2l sshedv2 | oVR

dhistar | | (] of @& B || Blimbo - mieros...| {1 - mua mus

| http:ffpﬂhcyw.ul @) SAP Logon 46D | a5 Easy Acc...l BA]CADO Disp Ti... ||"|uisp|ay Tim... @m:ﬂ-ﬂ@ﬂ 11:17 &M
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5. Modifying the CADO: You can modify the CADO to add/delete/rearrange the
columns of information to be included on this report. This modification can be
saved so that whenever the CADO report is accessed, the preferred format is
always used, making this a much easier reporting tool for supervisors to use.

- Toedit the CADO report, highlight any column, right click on the mouse and
select ‘Show’.

ICEQ SHE S Das BE @0

Display Time Sheet Data
- v 2 a9 RIE ¥ S @ ([ chose | |[& sae |F, o

|E[Exce...| Per com (Gt Acty type{Rec. GOt AATyne [Name  [Last change | Changed by
EFE R 0100 |Approved| 05062003 |JSMITH
: E [EE ‘ 0240 Approved | 05i06/2003  |JSMITH K )
| | o < ShOW
@0 | 323 Optimize width 0240 |Approved| 06062003 |JSMITH
| 208 Freeze to column 0100 |Approved|04/29/2003  [15TRAINDT
| 208 nteeze columns 0100 |Approved|04/25/2003 |1 5TRAINGT
208 . 0100 |Approved|04/29/2003 |15TRAINDT
|~ [@mg | 208 Sortin ascend. arder 0257 |Approved|04/29/2003 |15TRAINDT
" |@o@ | 208 Sortindesend order 0330 |Approved| 0472912003 |15TRAINDT
| [ 208 Eind 0102 |Approved|04/29/2003  [15TRAINDT
| | 208 getFilter 0300 |Approved| 041292003 |15TRAINDT
I | 208 Total 0100 |Approved|0&/062003  [JSMITH
(o) 0100 Approved | 08062003 |JSMITH
| oo | 20840[01/27/2008 | 4.00 0100 |Apkroved|06/06/2003 |JSMITH
I 20840|01/29/2003 | 1.00 0257 |Approved|05/062003 |JSMITH
| 20840 0Z/01/2003 8.00 0102 Approved | 05i06/2003  |JSMITH
| 20840 0Z/03/2003 g.00 0300 Approved | 06I06/2003  |JSMITH
| (o) 17038 0172772003 7.50 0210 Approved | 08062003 |JSMITH
I 17038 |01/28/2003 | 7.50 0310 |Approved|0&/06/2003 |JSMITH
I 14637 |01/26/2003 | 4.00 0100 |Approved|05/062003 |JSMITH
| 14637 0172772003 7.50 0310 Approved | 05i06/2003  |JSMITH
| 14637 0172872003 2.00 0310 Approved | 06I06/2003  |JSMITH
| |eo@ | 1437 [02103/2003 | 1.00 0100 |Approved| 08062003 |JSMITH
I 14637 [02/04/2003 | 1.00 0100 |Approved|05/06/2003 |JSMITH
I 14637 |02/05/2003 | 1.00 0100 |Approved|05/062003 |JSMITH
| 14637 0Z/06/2003 1.00 0100 Approved | 05i06/2003  |JSMITH
| (o) 14B37 02/07/2003 1.00 0100 Approved | 08062003 |JSMITH

[ L [ TRN (1) (410) sshedvz | OVR

start ||| 1) @ @& () || Bibox -ricros...| B8 - s tmus... | [l tfoslicye...| et 549 Logon 460 | ag?saP Easy Acc... | E1cano bisp Ti... |[aDisplay Tm..  [REEE O DEied  11:15am
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- A ‘Change layout’ box is returned. Under the ‘Columns’ tab, there are two
boxes: the ‘Column set’ box that lists all possible data that could be added to
the report; and the ‘Columns’ box that lists the data that is currently on the
CADO report.

Help

CQIDHB DDoD | FE ) @

Dispiay Time Sheet Data
avy2aaFERTE & G chooe ||[& sae |®, o

anged by|
MITH
MITH
MITH

EIREIEYES MITH

Columns Column set TRAIND!
TRAINDT
Column Name = Column Narme TRAINDT

[Persannel I number Name of employee or applicant
Date Name

Columns | Sortorder | Filter | view | Display |

‘Column set’ box
reflecting all fields

that can be included in
the CADO report.

/

TRAIMOT

Hours [} > Name e
Sender cost center Sending purch. arder

TRAINGT
- |sending PO itern

Receiver cos t center Sender bus. pracess
Altfabsence type Activity number
Kame Name
Lastchanged on Name

Changed by ViBS element

anl

uf ®
B e emE e Co “Columns’ box
i N D e e e reflecting columns
. EheENEED 750 revave|naienga (1o that will be included
in the CADO report.
[ O [TRM ¢1) (410) 2] sshedwz | ovR
star||| [ o) @ ) || Bliobox - mc... | [BE): -mus e | [Ellbewisipole... | o 580 Logon .| asan Essy A..| EEJca000isp .. [qpimplay Tin

- To add data to the report, using the ‘Column set’ box, highlight the columns
you want to add, then cligk onthe  (left arrow) to move those fields to the
‘Columns’ box on the left.

o To add the employee name, choose ‘Name of employee or
applicant’

o To add the text defining the attendance/absence code, choose
‘Att./abs. type text’.

- To remove data from the report, using the ‘Columns’ box, highlight the
columns you want to remove, then click on the  (right arrow) to move those
fields to the ‘Columns set’ box on the right.

- Tosort columns in the report, highlight the column name you want to move
and drag it up or down to highlight the name of the column you want to insert
it in front of.

- To save the CADO report with this employee name field as a permanent
column, click on the ‘Save’ icon at the bottom of the ‘Change layout’ box..
Enter the name you want for the ‘Save layout’ and ‘Name’. You could use the
variant name for these fields. Make sure that you use a °/° at the beginning of
the ‘Save layout’ field.

11
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30 Cee I CHE Bnan
Display Time Sheet Data
Av2EEFEET S B s B oW

anged by
MITH
MITH

< b
Smens. Pamewin] e Save layout field
TEANTY begins with a /”.
- TRAIND
Layout “[Layout description | Dot setig | TRAINDT
JKUTRAINING | kutraining | W | % TRAINDT
= TR
| L= TRAINDT

TRAINDT
Save layout [ KUTRAINING MITH

WITH
Name: kutraining T
] User-specific efault setting | | MITH
| MITH
[=] MITH
MITH
Lt s MITH
WITH
% ® ™~ H
14637 [01/29/2003 | 2.00 0310 [Approved|D5/062003 [JSMITH S
©oo | 14637 (020372003 | 1.00 0100 |Approved|05/06/2003 |JSMITH
©oo | 14637 (020472003 | 1.00 0100 |Approved|05/06/2003 |JSMITH ‘Name’ ﬁeld
©oo | 14637 02052003 | 1.00 0100 |Approved|D5/06/2008 |JSMITH .
©oo | 14637 02062003 | 1.00 0100 |Approved|D5/06/2008 |JSMITH
©o@ | 14637 |02/07/2003 | 1.00 0100 |Approved|D5/06/2008 |JSMITH

| U [ TR (1) (410) P2 | ssheavz | OVR

i#Mstart H o @ B > Blnbox-m... | Bi1-mus .| [@hetpidipo.. | @ 54P Logon...| wgsep Easy ... | Bcano bisp...|[qpDisplay Ti. R QT i 4 12:54m

- Click on the green check at the bottom of the ‘Change layout’ box.

12
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- You should now have the CADO report written to your specific needs.

) | T = R | 2| [£]| .| 2

List Edit

& [@ [% Choose | [@ Save | =, ol

= Empliapplname | Pers.. Date Hours |Att/abs. typs text AAType|Narme  |Lastchange |Changed by

Calico, Opal 32323|01,725i2003 4.00 (Hours Warked 0100 |Approved (05/06/2003  |JSMITH
Calico, Opal 32323| 0172652003 1.00 [CallIn Time 0240 |Approved (05/06/2003  |JSMITH
Calico, Opal 32323|01528i2003 200 (Hours Warked 0100 |Approved (05062003 |JSMITH
Calico, Opal 32323|01029i2003 1.00 [CallIn Time 0240 |Approved (08062003 |JSMITH
Salzman |, Kristie L. | 20840|01/11/2003 8.00 (Hours Waorked 0100 |Approved |(04i28/2003  |16TRAIND1
Salzman, Kristie L. | 20840011 2/2003 | 4.00 |[Hours Worked 0100 [Approved|04/28i2003  [16TRAINDA
Salzman, Kristie L. | 20840/01/13/2003 | 4.00 [Hours Worked 0100 [Approved|04/28i2003  [15TRAIND1

J Salzman , Kristie L. | 20840|01/15i2003 1.00 (Court Time 0257 |Approved (04292003 |16TRAINDT

Salzman , Kristie L. | 20840|01/18/2003 0.00 |Compensatory Leave 0330 [Approved|04/29/2003  [15TRAIND1T
Salzman, Krigtie L. | 20840|01/19/2003 8.00 |Hours Waorked - OT Comp (0102 |Approved | 04i29/2003 | 15TRAINDT

pleleoeeeleeeeeeeeleeeealeeeeeealeT
. el At 288 | . 2888888 s

D@ |Salzman  Kristie L | 20840 |01/20/2003 8.00 [Annual Leave 0300 |Approved |04i29/2003  |15TRAIND1
D@ |Salzman  Kristie L | 20840 014252003 8.00 (Hours Warked 0100 |Approved (05062003 |JSMITH
Salzman , Kristie L. | 20840 01/26/2003 4.00 [Hours Worked 0100  |Approved |05/06/2003  |JSMITH
Salzman , Kristie L. | 20840 01/27/2003 4.00 [Hours Worked 0100  |Approved |05/06/2003  |JSMITH
Salzman , Kristie L | 20840|01/28/2003 | 1.00 |Court Time 0357  |Approved |05/06/2003  [JSMITH
Salzman , Kristie L. | 20840 02/01/2003 8.00 (Hours Worked - OT Comp|0102  [Approved|05/06/2003  [JSMITH
D@ |Salzman  Kristie L | 20840 | 02032003 8.00 [Annual Leave 0300 |Approved (05062003 |JSMITH
B@ Harrison , Greg 17039| 0102702003 7.40 (Sick Leave 0310 |Approved (05062003 |JSMITH
Harrison , Greg 17039| 0172802003 7.50 |Sick Leave 0310 |Approved (05/06/2003  |JSMITH
Greene  Tertie L 14637 | 010262003 4.00 (Hours Warked 0100 |Approved (05/06/2003  |JSMITH
Greene | Tertie L 14637 | 0102702003 7.80 (Bick Leave 0310 |Approved (08062003 |JSMITH
J Greene , Terrie L 14637 |01/29/2003 2.00 |Bick Leave 0310  |Approved |05/06/2003 |JSMITH
Greene , Terrie L 14637 | 02/03/2003 1.00 [Hours Worked 0100 |Approved |05/06/2003  |JSMITH
Greene  Terrie L 14637 | 02/04/2003 1.00 (Hours Worked 0100 |Approved |05/06/2003  |JSMITH
D@ |Greene Terrie L 14637 | 02/05i2003 1.00 (Hours Warked 0100 |Approved (05062003 |JSMITH
D@ |Greene Terrie L 14637 | 027062003 1.00 (Hours Warked 0100 |Approved (05062003 |JSMITH
Greene , Tertie L 14637 | 02/07i2003 1.00 (Hours Warked 0100 |Approved (05/06/2003  |JSMITH

[ b [ TRN (1) (410 bl sshedvz | ovR

i#fstart H o &3 ”H hnbox - .. | Elr-mus .| Elhetpiipo..| e 560 Log... | agsep Ess... | Bcanoni... |[ebisplay ... RE O T e 15
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PRINTING A TIME STATEMENT

1. Access PT61 — Time Statement: Human Resources > Time Management >

2. Click on the variant icon and select the variant you need. If no variant is already
created, create a variant to include basic information you need to access the
applicable time sheet(s).

O Current manth O currentyear
O Up to today O From today

@ Other period 01012083 Ta 81¢31/2003

Payroll period

Selection
Personnel number
Personnel area

Employee group

lols/ols/ols

Employee subgroup
Time recording administrator

Parameters for time staterment
Form name

Data selection and navigation
Printout of recalculation
Include employees with errors
[ Branch to time data info

Parameters for list layout
Collapse time wage types
[ Weektotals: Full weeks only
Statistics information at end

] Formatfarrm in color

® Display page header for each period

[ ant o) 230 Ml gaappl | OVR

M start “ e & E ”“ &]Microsoft outlook ... | ]inbox - Microsoft ... | [F]1 - MUS (mus.mill. .| B Time Statement - ... |[ o Time Statement... (52lControl panel R QTIE  izan

3. Required fields:
a. Date range:

- When the pay period spans two months, Start Date should be the
beginning of the pay period. The End Date must be the last day of the
month the pay period ends in. (ie: pay period 2/22/2003 through
3/07/2003 will use the start/end dates of 02/22/2003 — 01/31/2003.)

- When the full pay period falls under one month, the Start Date must be
the first of the month. The End Date must be the last

day of the month. (ie: pay period 3/07/2003 through 3/21/2003
will use the start/end dates of 03/01/2003 — 03/31/2003.)

14
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b. Search parameters to identify the employees you want, such as:

- Personnel number: The personnel number(s) can be added each time
you need to run a Time Statement. If you regularly run Time
Statements for a specific group of people, you can add those numbers
to a variant so that they are always included when you access that
variant.

- Time administrator

c. Form name: always use ‘ZTF0’

4. Ways to select multiple employees:
a. Click onthe & on the Personnel number line;
- Based on the tab you choose, you can use:
- Single Val to type in the multiple employee numbers you want time
statements for;
- Ranges to type in a range of employee numbers

Time Statement Form

©@ 18ingleval C

| =

E_@

Form name TFU

Data selection and navigation
Printout of recalculation
Inelude employees with errors
[ Branch to time data infio

Parameters for list layout
Collapse time wage types
[ Weektotals: Full weeks only
Statistics information at end
[] Format form in colar

® Display page header for each period

[ | QA1 (1) (230 V5| | gaapp1 | OVR

il start “ o & & ”H aM\crosoFtOml Inbux—M\c.Hl [F1-rus (m..‘l & Time Stat... (54 Control Panel #swLPD—s.] & jtime sheetml BTime State‘..l Fqumsuq-n 805 4M
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b. Click on the & on the Personnel number ling;

- If you have a list of personnel numbers maintained on a spreadsheet
(ie: excel), you can import that list to produce time statements for
those employees:

- Go to your spreadsheet and ‘copy’ the list of personnel numbers;

- Click on the ‘Import from Text file’ icon at the bottom of the box;

- Click on the ‘Upload from clip board’ icon at the bottom of the box.

)| G5 il 54| 51| A | 2] 2

HIS@E@ SCHE DDa EE | o

Transfer [F8) |36

Form name

Data selection and navigatio
Printout of recalculation
Include employees with erro
[ Branch to time data info

\\ - ‘Upload from
clip board’ icon

Farameters for list layout
Collapse time wage types
[[] wweektotals: Full weeks anly
Statistics infarmation at end
[] Formatform in calor

@ Display page header for each period

bl @atr (1 ¢z2m P2 gaappl  OvR

iMRstart| | (7] o) @ (B 7|| EImcrosort o | linbox - Mic... | [E]1 - MUz ... |[ag Time stat... G Control Panel | b SAPLPD - 5. . | BJtime sheet ... | B]Time State... | [CR@Y< @ CDEEED  o:14 am
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5. Execute.

o | 2310 45 &9 | G @] | () (o

Time Staterment Form

Period
) Today O YSwggent maonth O Current year
O Up ta today ) From toos
@ (Other period

To 61/31/2003

Selection
Personnel number 32232 E’:
Time recording administratar E‘:

Parameters fortime staterment

Completed and
ready to execute.

Form name

Data selection and navigation
Printout of recalculation
Include employees with errors
[C] Branch ta tirme data info

Farameters for list layout
Collapse time wage types
[ Weektotals: Full weeks only
Statistics information at end
[] Format farm in color

@ Display page header for each period
() Always display page header

Employee's language

[ [ oat (3) 2300 M gaappl

Documentt -Micros...| |CRE Q4 Tiled ez am

i Start H & 5 |J @) 5AP Logon 46D | @5'5AP Easy Access | [ElMicrasoft Excel & Time Statement ...
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6. To print, click on the print icon.
a. Output device: ‘LOCL’
b. Spool Options: click in the boxes for ‘Print immediately’ and ‘Delete
after output’.
C. Click on the ‘Continue’ button at the top of the screen.
d. Click on the green checkmark in the box that appears on the screen.

H1GEQ BEE NTAS EHE @

Print Screen List

| Continue ‘ | User-specific print parameters ‘

@ Printal
) Printfrom page

Marne RPTEDTOE_JSH
Title

Autharization

1 Printimmediately
[] Delete after output
Mew spool request

D SAP cover page

D OperSys cover page
[] Selection cover page

Print priority 5 Medium Recipient JEMITH
Spoal retention per, 8 Day(s) Department
Archiving rode Ptint only =]

Repon page 65 Rows ] Onlytext
Repart width - Columns ] Footer

Format

#start |J . &3 ”|J o, | B w... | Blnbox. | gl 5oL agltavo... |[qpprint .. IEED
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PERSONAL WORK SCHEDULE

The PT63, ‘Personal Work Schedule’ report is an excellent tool to see the assigned work
schedule detail on individual employees for specific time periods. This report should be
used to verify that the correct work schedule is assigned to employees. For those
employees working a ‘rotating’ work schedule, this report should be used to be sure that
the employee is in the correct place in the work schedule, comparing the calendar date
with the correct shift.

This report can also be used to “post’ work schedules in a department where employees
are assigned to rotating shifts.

The PT63 should be shared with individual departments prior to ‘go-live’ as a
verification that all employees are assigned to the correct work schedule.

1. Atthe SAP Easy Access Screen, type in ‘PT63’ in the transaction box, and enter.

Menu  Edit Eavorites  Exr

a‘<1|©@®|gm1[&3\83@ﬁ@\@|@

SAP Easy Access - Usel mi for Joan Smith
@& = | & | & othermenu | | |5 & || 3@ creatsrole | | |& assion users | |3 Documentation

S

PA30 - Maintain
P40 - Personnel Actions
FAS1 - Display
PABT - Maintain
CATZ - Enter
CAPS - Selection Using Personal Data
PTE3 - Personal Wiork Schedule
PTE0 - Time Evaluation
PTE1 - Time Staternent
FCO0_M1T0_CALC_SIMU - Simulation
S_AHR_B1018754 - USA -= Info system -= Payroll results -= Display payrol
S_PHY9_4B000172 - America -= USA -= Info system -= Payrall results -= Wag
PCO0_M10_REC - USA -= Info system -= Payrall results -= Payrall recancil
PATO - Personnel Management -= Administration -= HR Master Data -= Fast
CAT3- Display
CADO - Time Sheet Data By Personnel Mumhber
= {3 User menu for Joan Smith
> (1 Basis Functions
> 3 Carry out project
> [ Administration
@ SCAT - Computer Aided Test Tool
@ S_KI4_38000038 - Index of Funds Centers

Transaction
box

[ D [ TRN (1) (4103 P21 | sshedvz | OVR

;mstartm - & ”H EMicrosoft ... | [Sinbox- ... | sdnewsietter. .| g 547 Logon...| [ 5AP Easy ... )caDO Disp...| Efjpocument... | | R O T Eed A sz am
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2. Create a ‘variant’ to specify the employees you want to have included in the report.
When creating a variant, you need to:

- Select the option you want for the ‘Period’. Choose specific time periods such
as ‘Today’, ‘Current Month’, ‘Current Year’. You also have the option to
click on the ‘Other Period’ button, then enter the time period you want by
filling in the From and To dates.

- Under the ‘Selection’ block, you can access an individual employee work
schedule, multiple employee work schedules, all employee work schedules
within a specific Time Administrator Code, or all employees within multiple
Time Administrator Codes.

In this screen print example, a specific time period was chosen for all employees
under a specific Time Administrator Code.

v |< H @@ DHE HTO0 HAE @
Personal Work Scheduie

Further selections
Period
) Today () Current manth () Currentyear
(O Upto today ) From today
@ Other petiod 01/09/2003 To B2/28/2803

- & Zearch helps
—

Selection

FPersonnel number
Tirme recording administrator Mag @ B

Work schedule
[] Readfrom cluster

Display perods
@ Pensionfactive

() Inactive, pens ., active
) Left inactive, pensioned, active

B[ TRM (1) 410y P sshedv2 | OVR

i start H o &3 ”H @ Micrasaft Outlos. . | [ inbex - Micrasoft... | EdMewsletter vol. 1...| gl 54P Logan 46D |[ee'Personal work ... BDocumentt 'M\:rml ﬁ&(ﬂs@@.d B4 7:518m

When you have the fields completed for the information you want, execute.
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3. The report will be sorted, by employee.

I

CEe DHE annn DE o

Personal work schedule

3| | & Daityws | Planned working time || Time infotypes |

Pers.no.[Name Date Daily WS text Tohrs|Holiday cal DTtext |Personal ws|Description Holiday
00013210|Williams , Michael B|01/09/2003  |TH [SC02 0800-1630 1.UL 75(08:00 [16:30 | 7.50 [0 Workipaid |SC02 W-F 0800-TB301UL[ZP |[4]
017102003 |FR [SC02 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |0 orkipaid |SC02 W-F 08001630 1.UL|ZP  |[=]
I 01/11/2003 |SA |OFF Day Off 75 0.00 |0 orkipaid |SC02 W-F 0800-1630 1.UL|ZP
I 0171212003 |SU [OFF Day Off 75 0.00 |0 orkipaid |SC02 W-F 0800-1630 1.UL|ZP
I 0171372003 | MO [SC02 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |0 orkipaid |SC02 W-F 0800-1630 1.UL|ZP
I 01142003 |TU [SC02 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |0 orkipaid |SC02 W-F 0800-1630 1.UL|ZP
I 017152003 | WE [SC0Z 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |0 orkipaid |SC02 W-F 0800-1630 1.UL|ZP
I 017162003 |TH [SC02 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |0 orkipaid |SC02 W-F 0800-1630 1.UL|ZP
I 01/17/2003 |FR [SC02Z 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |0 orkipaid |SC02 W-F 0800-1630 1.UL|ZP
I 017182003 |SA |OFF Day Off 75 0.00 |0 orkipaid |SC02 W-F 0800-1630 1.UL|ZP
I 0171972003 |SU [OFF Day Off 75 0.00 |0 Workipald |SC02 W-F 0800-1630 1.UL|ZP
I 017202003 | MO [SC02 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |3 Workipald |SC02 W-F 0800-1630 1.UL|ZP
I 017212003 |TU [5C02 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |0 Workipald |SC02 W-F 0800-1630 1.UL|ZP
I 0172212003 |WE [S5C02 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |0 Workipald |SC02 W-F 0800-1630 1.UL|ZP
I 017232003 |TH [5C02 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |0 Workipald |SC02 W-F 0800-1630 1.UL|ZP
I 017242003 |FR [5C02 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |0 Workipald |SC02 W-F 0800-1630 1.UL|ZP
I 017252003 |SA |OFF Day Off 75 0.00 |0 Workipald |SC02 W-F 0800-1630 1.UL|ZP
I 017262003 |SU [OFF Day Off 75 0.00 |0 Workipald |SC02 W-F 0800-1630 1.UL|ZP
I 017272003 |MO [SC02 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |0 Workipald |SC02 W-F 0800-1630 1.UL|ZP
I 017282003 |TU [5C02 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |0 Workipald |SC02 W-F 0800-1630 1.UL|ZP
I 017202003 |WE [5C02 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |0 Workipald |SC02 W-F 0800-1630 1.UL|ZP
I 017302003 |TH [SC02 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |0 Workipald |SC02 W-F 0800-1630 1.UL|ZP
I 0173112003 |FR [5C02 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |0 Workipald |SC02 W-F 0800-1630 1.UL|ZP
] 02/01/2003 |54 |OFF Day Off 75 0.00 [0 Workipaid 5002 W-F 0800-1630 1.UL|ZP
I 02/02/2003  |5U [OFF Day Off 75 0.00 [0 Workipaid 5002 W-F 0800-1630 1.UL|ZP E
W I [« ][]

| TRM (1) (#10) P2l sshedvz | OVR

Document1 - Micr... @m@%o@ o =1 7iszam

R start |J o & [E || Eicraseft outloo... | [inbex - Micrasctt...| SAnewsietter vol 1...| g 50 Logon 460 |[qetPersonal work .
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4. Modifying the PT63: You can modify the PT63 to add/delete/rearrange the columns
of information to be included on this report. This modification can be saved so that
whenever the PT63 report is accessed, the preferred format is always used, making
this a much easier reporting tool for supervisors to use.

- Toedit the PT63 report, highlight any column, right click on the mouse and
select ‘Show’.

BaH e DHE DO
Personal work scheduie

| | | % Dailyws | Flanned working time || Time infotypes |

[ Pers.no. Mame Date i 0w Daivwetet  |va T End |Tahrs|[Holiday cal DTtexd  |Personal ws|Description Haliday

| [e0013210 wiliams , Michael B|01/09  Copy 1630 Lkt 16:30| 750 |0 Warkipaid [SC02 W-F 0800-1630 1.UL[ZP  |[a]
00 e FTES0 1.UL 75|08:00 [16:30 | 7.50 |0 \Warkipaid |5C02 W-F 0800-1630 1 UL[ZF |[+]

| 0T Show 4/ T 75 000 |0 \Warkipaid [SC02 W-F 0800-1630 1.UL|ZP
017121 I T 75 000 [0 \Warkipaid |5C02 W-F 0800-1630 1 UL [ZP

— Optimize width
017131 1630 1.0UL 75|08:00 [16:30 | 7.50 |0 \Warkipaid |5C02 W-F 0800-1630 1 UL |ZF

] oirray  Ereezetocolumn 1630 1.UL 75| 0600 [16:30 | 7.50 |0 Viorkinaid |SC02 W-F 0800-1630 1.UL|ZP

] 01716 Unfreeze columns 1630 1.UL 75|08:00 [16:30 | 7.50 |0 \Warkipaid |5C02 W-F 0800-1630 1 UL [ZF

| 01716/ Sortin ascend. order F1630 7.0 750800 [16:30 | 7.50 |0 \Warkipaid [SC02 W-F 0800-1630 1.UL|ZP

I O1A7  sortin descnd order 1830 1.0UL 75|08:00 [16:30 | 7.50 |0 \Warkipaid |5C02 W-F 0800-1630 1 UL [ZP

| [ T 75 000 |0 \Warkipaid |5C02 W-F 0800-1630 1 UL|ZF
017197 T 75 000 [0 \Warkipaid |5G02 W-F 0800-1630 1 UL |ZP

I oizny  2OtFer 1630 1.UL 750800 [16:30 760 |3 Worldpaid |SC02 W-F 0800-1630 1 UL |ZF

] o121y Total F1830 7L 750800 [16:30 | 7.50 |0 \Warkipaid [SC02 W-F 0800-1630 1.UL|ZP

] 017222003 |WE 5002 0800-1630 1.UL 75(08:00 [16:30 | 7.50 |0 \Warkipaid |5C02 W-F 0800-1630 1 UL [ZP

] 01/2312003 | TH |SC02 0800-1630 1.UL 75|08:00 [16:30 | 7.50 |0 \Warkipaid |SC02 W-F 0800-1630 1 UL |ZP

| 017242003 |FR |5C02 0800-1630 1.UL 75|08:00 [16:30 | 7.50 |0 \Warkipaid |5G02 W-F 0800-1630 1 UL |ZP

] 01/25/2003 | SA |OFF Day Off 75 000 [0 \Warkipaid |5C02 W-F 0800-1630 1 UL [ZF

] 017262003 | SU |OFF Day O 75 0.00 |0 \Warkipaid |SC02 W-F 0800-1630 1.UL|ZP

] 01/27/2003 | MO |SC02 0800-1630 1.UL 75|08:00 [16:30 | 7.50 |0 \Warkipaid |5C02 W-F 0200-1630 1 UL [ZF

] 0172812003 | TU |SC02 0800-1630 1.UL 750800 [16:30 | 7.50 |0 \Warkipaid [SC02 W-F 0800-1630 1.UL|ZP

| 01282003 |WE |5C02 0800-1630 1.UL 75|08:00 [16:30 | 7.50 |0 \Warkipaid |5C02 W-F 0800-1630 1 UL [ZP

] 0173072003 | TH |SC02 0800-1630 1.UL 75|08:00 [16:30 | 7.50 |0 \Warkipaid |5C02 W-F 0800-1630 1 UL |ZF

] 01/31i2003 |FR |5C02 0800-1630 1.UL 75| 0600 [16:30 | 7.50 |0 \Warkipaid |SC02 W-F 0800-1630 1.UL|ZP

] 02/01/2003 | SA |OFF Day Off 75 000 [0 \Warkipaid |5C02 W-F 0800-1630 1 UL [ZF

- 02/022003 | SU |OFF Day O 75 000 |0 \Warkipaid [SC02 W-F 0800-1630 1.UL|ZP E

v EYTT-wwm 3 Frmr ERPRIT-Y- Y T TN Y.Y YT VPRI E Y

e I 4]+ ]

[ TRN (13 (410 P2 sshedw2  OWR

i start H - & ”H &1Microsoft ... | [&inbox - Mi... | idnewsletter. .| e 54P Logon...|[ag Personal .. EIICADO Disp.., Dutument...l ’@ﬂ@se Eial 2 s:008m
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- A ‘Change layout’ box is returned. Under the ‘Columns’ tab, there are two
boxes: the ‘Column set’ box that lists all possible data that could be added to
the report; and the ‘Columns’ box that lists the data that is currently on the
PT63 report.

List  Edit

EERI0HR DDODIEE | @

Personal work scheduie
| & | &R B | & | T R T 0 2t &5 | W) Dailyws | Planned working time || Time infobipes

Calumns k Sort arder h Filter i View k Display \

[ENIERAEIE

Columns

Column set

‘Column set’ box
reflecting all fields

]

Column Name §| Column Mame — . .

Current date Infotype record no. start En\ that Can be Included In // Holiday

= i 500 [16: 6301 UL[zP

g::im\s,:mav Ei 3:232::3 500 [16:30 the CADO report. 1630 1.UL|ZP

DV variant @ D00~ «F 0800-1630 1 UL|ZP

Dially WS text H 000 |0 — o |M-F 0B00-1630 1 UL|ZP

Subst. type 500 [16:30 [ 7.50 |0 Workipald |SC02 M-F 0800-1630 1 UL|ZP

Test 200 [16:30 [ 7.50 [0 Workipaid|SC02Z W-F 08001630 1 UL|ZP

WS grouning 500 [16:30 [ 7.50 |0 Workipaid |5C02 W-F 0B00-1630 1 UL|ZP

Start & 00 [16:30 750 [0 Workipald |SC02 M-F 0800-1630 1 UL|ZP

End = 200 [16:30 | 7.50 [0 Workipaid |SC02 M-F 0800-1630 1.UL|ZP

A 0.00 [0 Workipaid |5C02 W-F 0800-1630 1.UL|ZP

000 |0 Workipaid [SC02 W-F 0800-1630 1 UL|ZP

200 [16:30 | 7.50 |3 Workipaid |SCO2Z W-F 0800-1630 1 UL|ZP

v ® 3.00 [16:30[7.50 [0 Workipaid|SC02 W-F 0800-1630 1 UL|ZP

00 [16:30 [ 7.50 |0 Workipaid |SC02 W-F 0800-1630 1 UL|ZF

i 01/2372003 |TH [SC02 0300-1630 1.UL 75(08:00 [16:30 | 750 [0 Workipaid |SCO2Z W-F 0800-1630 1 UL|ZP

| 01/24/2003 |FR [5C02 0300-1630 1.UL 75(08:00 [16:30[7.50 [0 Workipaid |SC02 W-F 0800-1630 1. UL|ZP

3_|SA |OFF Day Off 75 000 |0 Workipaid |5C02 W-F 0B00-1630 1 UL|ZP

i QEF Day Off 75 000 |0 Workipaid |SC02 W-F 0800-1630 1 UL|ZP

B , 0300-1630 1.UL 75(08:00 [16:30[7.50 [0 Workipaid |SC02 W-F 0800-1630 1. UL|ZP

7 Columns’ box N\ |0800-16301.UL 75(08:00 [16:30| 750 |0 \Workipaid | 5C02 W-F 0800-1630 1 UL |ZP

reflecting columns \ |P800-16301.0C 75(08:00 [16:30 | 750 |0 Workipald |SC02 M-F 0800-1630 1 UL|ZP

) ! | [osoo-16301.0C 75(08:00 [16:30| 750 [0 Workipaid|SC02Z W-F 08001630 1 UL|ZP

that W||| be mCluded / |0eno-16301.0C 750800 [16:30 | 750 |0 Workipaid |SC02 W-F 0800-1630 1 UL|ZP

- Day Off 75 000 |0 Workipald |SC02 M-F 0800-1630 1 UL|ZP

5{\'“ the CADO report- // Day Off 75 000 [0 Workipaid |SC02 M-F 0800-1630 1.UL|ZP

| 1 FRET 1 [y 1 FIET

=

\IHIHI!

[» ITRN (1) 31m sshedv? OVR

i#f start H o &3 ”H EMcrosoft ... | [Enbox - ... | inewsietter...| g 54P Logon...|[eeiPersonal .. BI]CADO bisp... Dncument...l
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- To add data to the report, using the ‘Column set’ box, highlight the columns
you want to add, then cli®k onthe  (left arrow) to move those fields to the
‘Columns’ box on the left.

- To remove data from the report, using the ‘Columns’ box, highlight the
columns you want to remove, therlick on the (right arrow) to move those
fields to the ‘Columns set’ box on the right.

- Tosort columns in the report, highlight the column name you want to move
and drag it up or down to highlight the name of the column you want to insert
it in front of.

- To save the PT63 report with this employee name field as a permanent
column, click on the ‘Save’ icon at the bottom of the ‘Change layout’ box..
Enter the name you want for the ‘Save layout’ and ‘Name’. You could use the
variant name for these fields. Make sure that you use a ‘/ at the beginning of
the ‘Save layout’ field.

List  Edit e Help

EERI0HR DDODIEE | @

Personal work scheduie
@l E Bl 8 % ¥ | = ‘ (fj‘ ) 4T B TP G ﬂ{ﬁ‘ o ﬁ‘ [ Dailywws | Planned working time || Time infotypes

| ‘Save layout field’
Save as.. k Save with \ 7/ beglns Wlth a s/’ i
A
Layout | Layout sescription | Def settn | / o seriplion For R T
[TRAINING | Training Variant | J/ E‘ 0800-1630 1. UL [Pennsylvania State Systern of Higher Education Holiday Clndr a ;
0800-16301.UL |Pennsylvania State System of Higher Education Holiday Clndr, 1] d|
/ 0800-16301.UL |Pennsylvania State System of Higher Education Holiday Cindr, o =
0800-1630 1.UL |Pennsylvania State System of Higher Education Haoliday Clndr. a
Save layout {DUCtraining 0&00-16301 UL |Pennsylvania State System of Higher Education Holiday Clndr 1
Mame: DUCtraining 0800-16301.UL |Pennsylvania State System of Higher Education Holiday Cindr, 1]
[ Userspecific W 0B00-1630 1.UL | Pennsylvania Slate System of Higher Educalion Holiday Cindr. [
E 0800-16301.UL |Pennsylvania State Systemn of Higher Education Holiday Clndr. 1]
E‘ 0800-1630 1.UL |Peppet—"" WEUUCEIIUH Holiday Cindr, 1]
~L| . R glion Haliday Cindr ]
¥ ® Name’ field. N\ Halitzy Cindr i
P Holigay Clng, 0
o % /rﬁﬂ Holiday Clndr. 1]
0800-1630 cation Holiday Clndr 1]
I 01/2%/2002 |TH (0800-1630 1.UL [08:00[16:30(7.50 |Workipaid |M-F 0200-1630 1.UL |PennSymammeroror—oysterT o Higher Education Holiday Clndr, o
| 01/24/2003 |FR |0800-16301 UL |09:00[16:30/7.50 [Workipaid |M-F 0800-16301.UL Pennsylvania State System of Higher Education Holiday Clindr. 1]
| 01425/2003 |SA |Day Off 000 [Waorkipaid |M-F 0800-16301.UL Pennsylvania State System of Higher Education Holiday Clndr 1]
| 01426/2003 |SU |Day Off 0.00 [Workipaid M-F 0800-16301.UL Pennsylvania State System of Higher Education Holiday Cindr. 1]
| 012772003 |MO |0800-16301 UL |09:00[16:30/7.50 [Workipaid |M-F 0800-16301.UL Pennsylvania State System of Higher Education Holiday Clindr. 1]
| 01/28/2003 |TU |0800-16301.LJL |08:00/16:30|7.50 |Workipaid |M-F 0800-16301.UL |Pennsylvania State System of Higher Education Holiday Clndr. a
| 01/23/2003 |\WE |0800-16301 UL |08:00[16:30/7 .50 [Workipaid |M-F 0800-16301.UL |Pennsylvania State System of Higher Education Holiday Clndr 1]
| 01/30/2003 |TH |0200-16301.UL |08:00[16:30/7.50 [Workipaid |M-F 0800-16301.UL Pennsylvania State System of Higher Education Holiday Clindr. 1]
| 01/31/2003 |FR |0800-18301 1L |08:00/16:30|7.50 |Work/paid |M-F 0800-16301.UL |Pennsylvania State System of Higher Education Holiday Clndr. a
| 02i01/2003 |54 |Day Off 000 [Workipaid |M-F 0800-16301.UL Pennsylvania State System of Higher Education Holiday Cindr 1]
| 02/02/2003 |SU |Day Off 0.00 [Workipaid M-F 0800-16301.UL Pennsylvania State System of Higher Education Holiday Cindr. 1] __
| 02i03/2003 |MO |0800-18301 UL |08:00/16:30(7.50 |[Work/paid |M-F 0800-16301.UL |Pennsylvania State System of Higher Education Holiday Clndr. 1] =)
| 02043003 | T11 [NR00-1F301 10 |n2-001A-307 A1 winrkinaid (M-F 0800-16301 11l | Pennsulrania State Syatem of Hinhar Educatinn Holiday Clacr n [=]
|

b TRM 1y 10 b ssheawz  OvR

i#f start H o &3 ”H EMcrosoft ... | [Enbox - ... | inewsietter...| g 54P Logon...|[eeiPersonal .. BI]CADO bisp... Dncument...l | R QD Ee = awsan

- Click on the green check at the bottom of the ‘Change layout’ box.
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- You should now have the CADO report written to your specific needs.

List  Edit = em Help

Personal work scheduie

Daily ws H Flanned warking time | | Time infotypes

" Pers.no.|Name Date Day |Daily WS text Start End  Toh... DT text Description
00013210 |Williams |, Michael B (01/08/2003 |TH |0800-1630 1 UL |08:00{16:30|7 .50 |Warkipaid |M-F 0800-16301.UL
01/10/2002 |FR (0200-1630 1.UL (08:0016:30/7.50 [Workipaid |M-F 0800-16301.UL
01/111/2003 |SA |Day Off 0.00 [Workipaid |M-F 0800-16301.UL
0111272003 |SU |Day Off 0.00 |[Workipaid |M-F 0B00-16301.UL
0141372003 MO (0800-1630 1.LL [08:0016:30/7.50 [Workfpaid |M-F 0800-16301.UL
01711472002 |TU (0200-1630 1.UL (02:0016:20/7.50 [Workipaid |M-F 02800-16201.UL
01/15/2003 |\WE (0800-1830 1.LIL (08:00(16:30/7.50 [Workfpaid |M-F 0B00-16301.UL
01/16/2003 |TH (0800-1630 1.LL (08:0016:30/7.50 [Workipaid |M-F 0800-16301.UL
01117/2002 |FR (0200-1630 1.UL (02:0016:20/7.50 [Workipaid |M-F 02800-16201.UL
0118/2003 |SA |Day Off 0.00 |Workipaid |M-F 0800-16301.UL
0111872003 |SU |Day Off 0.00 [Workipaid |M-F 0800-16301.UL
01/20/2002 MO (0200-1630 1.UL (02:0016:20/7.50 [Workfpaid |M-F 0800-16201.UL
0172172003 |TU (0800-1630 1.UL (08:0016:30/7.50 [Workfpaid |M-F 0800-16301.UL
01/22/2003  |\WE (0300-1630 1 03:00(16:30|7.50 [Warkipaid |M-F 0800-16301
0142372002 |TH (0200-1630 1.UL (02:0016:20/7.50 [Workfpaid |M-F 02800-16201.UL
01/24/2003 |FR (0800-1630 1.UL (08:0016:30/7.50 [Workfpaid |M-F 0800-16301.UL
01/25/2003 |SA |Day Off 0.00 |[Workipaid |M-F 0B00-16301.UL
01/26/2002 |SU |Day Off 0.00 [Workipaid |M-F 02800-16301.UL
0142772003 MO (0800-1630 1.UL (08:0016:30/7.50 [Workfpaid |M-F 0800-16301.UL
01/26/2003 |TU (0800-1630 1.LL (08:0016:30/7.50 [Warkipaid |M-F 0800-16301.UL
0142872003 |\WE (0300-1630 1 03:00(16:30|7.50 [Warkipaid |M-F 0800-16301
01/30/2002 |TH (0200-1630 1.UL (02:0016:20/7.50 [Workipaid |M-F 02800-16201.UL
01/31/2003 |FR (0800-1830 1.LL (08:0016:30/7.50 [Workfpaid |M-F 0B00-16301.UL

0 A v A

5 5

= =
DI OI0

02/01/2003 |8A |Day Off 0.00 |Workipaid |M-F 0800-16301.UL

02/02/2002 |SU |Day Off 0.00 |Workipaid |M-F 0B0O0-16301.UL
| 02/03/2003 0800-1630 1.LL |08:00/16:30 Workipaid |M-F 0800-16301.UL

(204200 AA00-1A30 METEN! Ainre hi-F {1 i

U TRN 1) 410 P2l sshedv2  OVR

il start H o &3 ”H EMcrosoft ... | [Enbox - ... | inewsietter...| g 54P Logon...|[eeiPersonal .. BI]CADO bisp... Dﬂtument---l | R Bl 2 =06 am
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APPENDIX A
TRANSACTION QUICK-VIEW
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CATS INITIAL SCREEN

Human Resources — Time Management — Time Sheet — Time Data — CAT?2 - Enter ‘

1. Navigate to the “Time Sheet: Initial Screen” by following menu path above or
entering Transaction Code — CAT2.
2. Complete the required fields (i.e., Data entry profile, Key date, Personnel no.).

> Select the employee by clicking in the blank field to the left of the employee’s
personnel number. Click on the Enter Times icon at the top left of the screen.

3. The “Time Sheet: Data Entry View” screen includes 7 days, or 1 pay week. The
‘Data Entry’ field gives you the begin/end dates for the pay week you are entering
information for. If you are inputting information for an entire biweekly pay
period, you need to access two “Time Sheet: Data Entry View” transactions. This
can be done by:

e Using the ‘Key Date’ field on the “Time Sheet: Initial Screen”, or
e Using the front/back arrows at the top of the “Time Sheet: Data Entry
View”.
3. Enter information into the required fields (i.e., LT, A/A, Day and From/To).
4, Click the “Save” button, .

Note: While on this screen, you can perform various functions. For example under the
Edit Menu, you can Insert lines (Ctrl + F4), Delete lines (Shift + F2), Copy lines
(F5), Split lines (Ctrl + F3), and create New lines (Ctrl +F5). Moreover, you can
Select all (Shift + F7), Deselect all (Shift + F8), Sort ascending (Ctrl + F8), Sort
descending (Ctrl + F9), Check entries (Ctrl + F6), and Reset entries (Ctrl + F11).
In regards to times, you can Distribute hours (Ctrl + Shift + F1), turn Target hours
(F7) and Weekdays (F8) on and off, etc.

Also from this screen, you can view detailed time data, display the time data in
various views (Data Entry, Release, and Variable), check the log, etc.

27

©Copyright 2003, Pennsylvania State System of Higher Education
All Rights Reserved



	Structure Bookmarks
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure


