TIME MANAGEMENT

Time Management Overview

Time Management in IRIS supports processes for recording, reporting, and evaluating
employee time and attendance. The Cross Application Time Sheet (CATS) interface is
used for time entry, approval, and transfer of time functions.

Features such as Plawiné/orking Time, Work Schedules, and Work Schedule Rules
contribute to the automation of time and attendance recordkeeping.

The process of Time Evalwuation examines
institutional policies and federal and state requirgseAutomated processes include
overtime calculation and maintenanceabtence leavguotas.
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Tips and Reminders

For Time Entry (CAT2):

e Use theFurther Selectionbutton to expand selection critifor theSelectionarea of the
screen. Click on the Org Structure button to choose all employees in the department.

Program  Edit Goto  Systern Help

I QEe SHE Do D R @
Personnel Number Selection for Fast Data Entry

B & H )=
| Further selections | =3 Search helps || =3 Sart order =3 Org. structure
e
) Today ) Current month ) Current year
) Up to today ) From today
@) Other petiod
Periad Ts

Fayrall period

Selection
Fersonnel Mumber
Employment status =0
Tirne recording administratar

lelelel

e When entering time in CAT2, the system will allow any number of hours worked to be
enteredHowever leave time entries are dependent onWark ScheduleRule for the
assignmentFor example, the system will allow a maximum of 8 hours of leave to beeshte

on a scheduled work ddgr an employee whose work schedule rule is Mortteyugh
Friday, 8 hours per day.

e Toaddalinefortimeentry,cik on the empl oyeeds |EF'a’accmna and cl ic

e Click the Check Entrie & iconto verify the time entered. For example, if hours were
entered on a schedulednworking day or hours beyond the work schedule rule were
entered, a warning messagil display at the bottom of the screen.

|® Attendance/ahsence 07042006 - 070472006 during non-working period (attfabs type 7170)
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e The arrow icons will scroll the CAT2 screen forward or backward two full pay
periods.

To go further, changihe key date to the datefseded.

Time Sheet: initial Screen

ZJER&Y

Data Entry .~

Data Entry Profile BIWEEKLY UK Biweekly Time
| Key date 06/10/2006](a) |

e If CATS indicates that there is insufficient quotagater an absence (particularly for a
previous date) and PT50 shows sufficient quota, keep the following in mind:

CATS adjusts the PT50 remaining quota by the amount of leave in CATS that has not
been approved or transferred.

Use CATS_DA with the optioALL selected to see for any unapproved hours in the past or
future. Additionally, use ZVERXFER to check for hours not transferred in CATS.
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For Time Approval (CATS_APPR_LITE):
e A variant can be established for this process.

e Selection fields can be added to 8election Criteria section of the screen by clicking on

the Selection Field icon.

e Select rows to be approvéd clicking onthe first record, holidg theshift key,andclicking

thelast record tdiighlight therows. Then click the Approve k] icon. Youcan also click
the first record, holdown theControl key and pres#\ to select all records.

For Time Transfer (ZCAT6):

1. RepeatTransfer can be completed if changes were made after the initial transfer was made.

Erogram Edit Goto  Swstern  Help

& A H @@ BaE a0 os FHE @

Transfer Time Data to HR Time Management
o]

| Processing Cantral
| |+ Initial Transfer [ Repeat Transter |

When processing thiRepeatTransfer, click thdRepeat Transferbuttonbeforeentering the
personnel numbers.

2. TheZVERXFER transaction can besedto verify time that hasden transferred.

Program  Edit Goto  Systern  Help List Edit Goto Systerm  Help

AP IEE I ) 30 ©6e DHE DHoD DE O

Verify Transferred Time

Verify Transferred Time

AFEEE
e 1=(| & OrgStructure || & Search Help Empliapplname | “PersNo[Date Status |z Number| MU A#Tyne| Created on_ [Time Created by|Last shange [Time |Chanae] Ankr. by Anproval date | Time Hfer”
irginia Bening 0710712006 8(H [1005 071082006 |20:19:07 [LWILLD [07/09/2006 |20:26:44 |LAILLD|LWILLD|07/09/2006 |Yes
0710612006 8|H [1005 |07/09/2006 |20:19:07 |LWILLD [07/0/2006 |20:26:4 |LWILLD|LWILLD [07/09/2006
Feriod 0710512006 B[H [1005 |07/06/2006 |2018:07 |LAILLO [07/08/2006 |2036:44 |LAILLO|LWILLD |07/00/2006
c t 071032006 §|H [1005 |07/06/2006 |30:1G:07 |LAILLD |07/06/2006 |2036:44 |LWILLO|LWILL |07/00/2006
(RO PG WHEAIEEY & 08/3012006 8[H [1005 |07/08/2006 (20:1G:07 |LWILLD [07/09/2006 |2026:44 |LWILLO|LWILLD [07/09/2006
0672612006 8|H [1005 |07/09/2006 (20:1G:07 |LWILLO [07/0/2006 |2026:44 |LWILLD|LWILLD [07/09/2006
06/2612006 8(H [1005 |07/082006 |20:1G:07 |LWILLD |07/09/2006 |2026:44 |LWILLO|LWILLD |07/09/2006
Selection Criteria 0612712006 8(H [1005 |07/082006 |20:19:07 |LWILLD [07/0/2006 |2026:44 |LWILLD|LWILLD 07/09/2006
Personnel Number 0612612006 8(H [1005 07012006 |20:1G:07 |LWILLD |07/09/2006 |20:26:44 |LWILLO|LWILLD [07/09/2006
& 9732 - 72H
Employrent Status Chiistine P Faiaim 0710712006 B]H [1005 [07/06/2006 |20-16:07 |LAILLD [07/08/2006 |2036:44 |LAILLO|LWILLD|07/00/2006
- Cod 0710612006 §[H [1005 |07i06/2006 |30:1G:07 |LAILLD [07/06/2006 |20:36:44 |LWILLO|LWILLD |07/00/2006
OiEe T 00e) 071052006 8|H [1005 |07/09/2006 (20:1G:07 |LWILLO [07/0/2006 |2026:44 |LWILLD|LWILLD [07/09/2006
Cost Center 0710312006 8(H [1005 |07/082006 |20:1G:07 |LWILLD |07/09/2006 |2026:44 |LWILLO|LWILLD |07/09/2006
06/3012006 8(H [1005 |07/082006 |20:19:07 |LWILLD [07/0/2006 |2026:44 |LWILLD|LWILLD 07/09/2006
0612812006 8(H [1005 071082006 |20:19:07 [LWILLD [07/09/2006 |20:26:44 |LWILLO|LWILLD [07/09/2006
Additional Criteria 06/28/2008 8[H [1005 |07/0/2006 (2011607 |UAILLO [07/09/2008 |20:26:44 |LWILLO|LWILLD |07/08/2006 |
= : 0612712006 §H (1005 [07/0812006 |20-19.07 |UWILLO [07/0&/z006 |20-36:44 |LAILLG|LWILLD 077082006
Display transferred time 0672672006 8|H [1005 074082006 |20:19.07 |LWILLO |07/00/2006 |20.36:44 |LWILLO|LWILLO 0770912006
Display time not transferred {including hour discrepencies) L 9180 1:; :

Be sure to check thgisplay Transferred Time and theDisplay Time Not Transferred boxes.
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3. An error message indicating a désibn means that there are teets of time entered on the
same day (example: 8 hours TDL anldd®irs Vacation). To correct, go back to the
timesheet (CAT2and remove the incorrect houfhen approve and transfer the time again.

For CATS_DA:

1. Click the yellow arrow to expand the icon row.
Display Working Times
7

2. Click this arrow to minimize the icon row.

(il

Display Working Times

AREREEEIEEEERER R EEEEE

3. Click the Exportlla Bl icon to transfer the data to an Excel spreadsheet.

For All Variants:

e When saving a varianisethe Org Unit number as the first part of thvariantname. This
will make it easier to locate the variant when performing a search.

e Variants for each time transaction must be created separately.
e If you enter individual PERNRs on your variant, employees will continue to show in the list

after they haveeparated. Update your PERNR list periodically, or use the org unit as a
selection parameter.
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Holiday Pay Information

Holiday Time Entry ProcessChanges as of July 2007

e Holiday quota will be generated automaticallyd made available to all employees (campus
and hospital) at least three weeks in advance of the holiday, or six weeks in the case of the
bonus days.

¢ No negative balances will be allowed, since the quota is made available in advance of the
holiday, and caie used immediately,

e Once the holiday quota has been made available, it can be taken at any time up to the end of
the fiscal year. Individual departments must monitor these balances using PT_QTAL10.

e Departments should ustssence codeél50 (Holiday) for entry, drawing from thwliday
quotas.
Non-exempt employeesDepartments shouldse 718 on any day on which the employee is
taking a holiday. There must be sufficient quota. The employee will be paid the regular
hourly rate of pay fothis time.
Exempt employeesAlthough exempt employees will be paid their salary regardless of time
entered, the holiday time should be entered. The 7150 entry will result in the time being
posted as Exempt Holiday, as opposed to monthly salary, idlndduce the quota.

e If an employee is not eligible for a holiday, and did not work, the department simply enters
no hours, Vacation, or Unpaid Leave, depending on the individual employee circumstances.

e If the employee works on that day, 1005 should leel digr norexempt employees. There
should be no entry for exempt employees.

e Holiday quota typ®7 will be available for usen July 1, 2007Any quota balance of this
type will expire on June 30 of each subsequent year and a new quota balance ¥aitl start
each new fiscal year.

e If an employee is hired after the holiday quota is loaded and before the holiday, the
department should contact the HR/Payroll Team for assistance.
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Work Schedule and Work Schedule Rule Information

The Work Schedule and Work Schedule Rule foun@lanned Working Timéinfotype 0007
determine which days an employee is normally scheduled to work. For most employees, this
defaults to a standard 7.5 or 8 hopesday, Monday-Friday. With such a schedi the hours can
beused to completthe timesheet anthake necessagorrectionsor changes fof DL, Vacation,

or other absenceklere are points to remember:

e ThoughSat urday and SuldaoraWorkedcan bé ehiergds CAD2f Lieave
time camot beenteredhowever sincethe employee would not normally be at work
Saturday or Sunday

e Leave time entries are dependent on the Work Schedule Rule. For example, the system will
allow no more than 8 hours of leave to be entered on a scheduledaydide an employee
whose Work Schedule is 8 hours per day, Mondayday.

For those employees who work varied schegjule more traditional Work Schedutan pose a
problem.To accommodatsuch situations at the Universityersions of these fixéd/ork

Schedules have been createdillow time as well as leaveo be entered days a week, up to

the appropriate number of hours for the employees. Currently, these flexible schedules
accommodate 7.5, 8, 10, 12, and 24 hours per day, 7 days a wdekh&¥e schedules, leave can
be entered on any of the days on the calendar.

Work Schedule Change

Time administrators or business officetenge work schedules through a PA40 Ac{iehE).
System users who are changing a work schedule must pay edtefiion to the effective date
for such changeThe Work Schedule change should always become effective on a date for

which no time hasyet been enteredEntering an effective date that occurs in a time period for
which hours have already been enterdtresult in serious time entry errors.
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Quotas

Quota Overview (PT50)

To view balances and accruals (as well adjustments and converted balances):

1. EnterPT50in the Command field on the SAP Easy Access screen.

Selection dates k & Display Absence Quotas (20 k & Accrual infarmation k S Aftendance Quotas (2007) |

General Overview
Cluota type
Display Absence Quotas (2006)

Entitlerment
683.11000

Remaining Unit
G47.11000 Hours

ool =1

Selection intervals

Deduction period Q5/01/2006 - B6/30/2006
Validity period HE/01 /2006 - O6/30/2006
Generation period Q5/01/2006 - B6/30/2006

From today

| Current Period |ﬁ§| Calendar year |IE§I All
]

2. Click the All buttonon theSelection dategah.

3. Click Display Absence Quotaso see details of vacation and TDL balances.

Selection dates & Display Absence Quatas (20

| & Accrualinformation || = Attendance Quotas (20071 |

Sl Totals rowe AhQuotaTyp |Quota text Unit Entitl. Rem. Requested Compens. Det
2 01 acation Haours 147.40000 1487.40000 0.00000 0.00000
” 2 02T Haours 36571000 3449.71000 16.00000 0.00000

Entitl : Beginning Balancand all accruals
Rem: Current Balance
Requested: Time Taken

Current Ab Quota Types
017 Current Vacation
027 TDL

0771 Holiday

117 10/11 mo faculty vacation
127 12 mo faculty vacation
137 faculty member in staff position vacation
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4. Click theExpand button at the bottom of the screen to see further details.

E§| Selection dates & Display Absence Guotas (20

Selection intervals
“alidity period
Deduction period

03/30/1988 -
03/30/1988 -

12431749999

120319999 ||

% Esxpand

k & Accrual information k o Attendance Quotas (2007) |

Tuta\s row AbQuotaTyp [Quotia text Lnit Entitl. Rem Requested Compens. Deduction from |Deduction to Yalid From End Date Det. ent.
01 Wacation Hours 157.40000 147.40000 0.00000 0.00000 @
167.40000 147.40000 0.00000 0.00000 0311 8/2006 09¢30/2007 031 92006 12/31/3999
E 02[TDL Hours 36571000 349.71000 16.00000 0.00000 @
365.71000 349.71000 16.00000 0.00000 0311872006 12/31/3999 031 92006 12/31/9999
= 04[acation{_egacy T..Hours 160.00000 140.00000 20.00000 0.00000 i
160.00000 140.00000 20.00000 0.00000 0311872006 09/30/2006 031 92006 12/31/9999
= O6[Holiday Haours 0.00000 0.ooooo 0.00000 0.00000 @
0.00000 0.00000 0.00000 0.00000 0311872006 12/31/3999 031 92006 12/31/9999

5. Click theAccrual Information tab to view accruals by date.

Selection dates k & Display Absence Quotas (20 / & Accrual information

| = Attendance Quotas (2007) |

Date AbCuotaTyp |Quota text Unit Generated Accrued Transferred Correct.
03r19/2006 01Macation Haours 114.28000 0.00o000 114.28000 &
03/19/2006 02[TDL Hours 339.81000 0.00000 339.81000 e
0319/2006 04Macation{Legacy T./Hours 160.00000 0.00o000 160.00000 s
04101/2006 01Macation Haours 6.16000 0.00o000 B.16000 [
041012006 02[TDL Hours 3.70000 0.00000 3.70000 O
0411 5/2006 01Macation Hours 6.16000 0.00o000 E.16000 [
0411512006 02[TDL Haours 3.70000 0.00o000 370000 [
04/29/2006 01Macation Hours 6.16000 0.00000 B.16000 O
04/28/2006 02TDL Hours 3.70000 0.00o000 3.70000 [
05/1 312006 01Macation Haours 6.16000 0.00o000 B.16000 [
0511312006 02[TDL Hours 3.70000 0.00000 3.70000 O
052712006 01Macation Hours 6.16000 0.00o000 E.16000 [
052712006 02[TDL Haours 3.70000 0.00o000 370000 [
061 0/2006 01Macation Hours 6.16000 0.00000 B.16000 O
06 0/2006 02TDL Hours 3.70000 0.00o000 3.70000 [
06/24/2006 01Macation Haours 6.16000 0.00o000 B.16000 [
06/24/2006 02[TDL Hours 3.70000 0.00000 3.70000 O

e The first three or four entries on tAecrual Information tab arederived from information
submitted duringhe conversiorfrom HRS to IRIS HR/Payroll for employees whose records

were converted. Employees hired after March 19, 2006, will have no such entries.

e Accruals are granted as soon as the first trial payroll has run.

e Faculty members (2011-, and 12month appointees) are granted all allowable vacation on

July 1 or on the hire date for new faculty. The amount is prorated when the hire date is later

than July 1.
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Display Absence QuotaPT OTA10)

This transaction can be used t@roduce absence report$or departments.
1. If using a variant, ®sure to change tHeeriod dates before running the report.

2. Choose which quotas should appear in the rep@uinta Selectionbox.

Frogram  Edit Goto

Systern  Help

& e @@ OHE anas BEE @
Display Absence Quota Infonnation

@ G H =
| Further selections || o Search helps || o Sort order

Period

O Today ) Current manth O Current year

) Up to today ) From today

@ Other period

Period | To
Selection

Fersonnel Mumber
Employment status
Fersonnel area
Fersonnel subarea
Emplayee graup
Emplayee subgroup

Fayrall area

Quota selection

Quota type to
Time unit

Deduction period o1/e1/1800 Ta 1243179999

Key date for deduction 06/25/ 2006

Key date for entitlernent A6/25/2006 |[] Projecting guota status

3. Remember tolrangeKey date fields each time this report is created to obtaingheta
availability as of that date. Making the dates the same dadheay of the payroll cycle will
take into account quota accrual dedve use as of the end of the cycle.

4. To find an e nopbspecidicadétein thegpsh setdtay date for deduction
andKey date for entitlementfields to that date.
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Quota Compensation PayoutsH#A30)

TDL/vacation payouts for staff retirement and separatiwhterminal vacation payouts for

faculty memberare created through PA3@Vhen an employee retirahe Retirement Office

will completethe Retirement Actionon PA4U he empl oyeeds department wi
payouts.

Time Quota Compensatidinfotype 0416)is for staff and faculty payouts. Payouts for post
doctoral scholars are created wiitifiotype 2010.

Before creating quota payouts,users shouldreview UK policy and procedure to determine
eligibility. The employee may not be eligible fopayout of the total balance
To create a quota payout fora staff member:

1. EnterPA30in theCommand field othe SAP Easy Access screéBome employees may
complete this task with PA61.)

2. After entering the person ID, or conductiagearcHor the employee, press the Enter key to
populate the screen with employee data.

3. SelectTime Quota Compensation (0416)which is found under the UK Time Data Tab, or.
enter the Infotype in the Direct selection box.

Maintain HR Master Data
D2 ¢ 0832

Person ID foea1 768 [ss)Pers.Asson | 50128808 00000245 (Active) &
MName Jonsey T. Smith Empl. % 100,08
EE group i Staff Fers.area 1008 Main Campus
EE subgroup 05 MNon-Exernpt 40 Pers. subarea 0OE1 RegFT
UKBenefits | UK Organizational Data '~ UK Time Data | UKTaxas | UK. [}, [4]* [

|_|Im’0hjpe tes |E. |:| Periad

| |Planned warking Time (0007) Il @ Period

| |mbsences 2001 Fr To

|_|nttendances (2002) O Today O Currwesk

| |Disp\ayAbsence Guotas (2006) o Al (I Current month

| |Erployee Remuneration Info (2010) @ Ea cue @ ectnes

|7|Qu0ta Corrections (2013} W ) Up to Today ) Last manth

|_|Time Quota Compensation (0416} ) Current Pariod ) Current Year

|_| = [= Choose

L -]

Direct selection

Infotype Time Quota Compensation (0. STy

4. To create a record, clickelCreate N icon. Depending upon the type of employee (hon
exempt or exempt), an appropriatdection box will appeailhe box below displays choices
for nonexempt employees.
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2. Choose the appropriate payout tyel press Enter.

TDL payout non-exempt

- TDL payaut non-ex Ret 10%
Vacation payout non-exemp
[vacation payout non-exemp |

3. The appropriate screen will display for the payment choSére date irStart field should
be the employeebds | ast working day.

| Create Time Quota Compensation (0416)
.

PersoniD | 10081788 | Kl
Personnelbo | 245 hlame S Jonsey .|
EEgoup A Persannel sr 1988
Werde  FIIC u RN 555018008
_EIB."EIHEIE )

Comp.method AR

Time guota type L
Compensationule 801 Vacafon

Mo, to compensate
[]Da nat account

(=] O
(= O

The balance available for payment is the amount ifRéra. column.

4. Enter the number of hours to be paid in e to compensatéeld. PressEnterand save.

The record can be viewed for accuracy by clicking onaicon on PA20.

5. Complete this process for each payment necessary.
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Note: In order to enter additional payouts, it may be necessary to remove the code &Iy the
field in theDirect selectionsection of the screen. This code will automatically populate as the
code for the last payout type processBelete or change to thertect code beforentering

additional payouts.

Direct selection
|nfotype Time Quota Compensation (0. aTy WACKH “acation payout non-exemp

TIME MANAGEMENT, last updated June 17, 2008 Pagel3of 32



Time Entry, Approval, and Transfer

Instructions for Time Entry (CAT2)

Personnel responsible for entering time for payroll purposes may choose to do entries for
individual employees aenter for groups of employeemformation on creating a variant to
describe a group of employees is also includdtis section

To complete Time Entryfor one employee

1. EnterCATZ2 in theCommandield of the SAP Easy Accessreen

2. TheTime Sheet: Initial Screenill appear:

G|  aoH eae DHEISDO0 FHE 2
Time Sheet: Initial Screen

Data Entry Profile

Personnel Selection

Fersonnel Murmber

3. Click on theData Entry Profildbox andthen click on thd?ossible Entrie icon. Double
click onUK Biweekly Time. TheTime Sheet: Initial Screemill now haveBi-weekly
selected for the Data Entry Profile FieRtess Enter.

gl o BeaeCHBBOOn FE Qn
Time Sheet: Initial Screen

Data Entry
Data Entry Prafile BIWEEKLY [)

Persannel Selection

Persanhel Number
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4. Click onPersonnel Selection

Edit

Time ¢ Goto tem  Help
ald B ICE @  SHEIBDO8 EE
Time Sheet: Initial Screen

B E&T &

Data Entry
Data Entry Profils BIWEEKLY [@) Uk Biweekly Time
Key dats 09/28/2005

Fersonnel Selection

Personn..|Name Fer.|Su... |[EE.[Org. un. |Ti..|Lastname.. |Lastname

(][] I (0 E|

[l

[2]
=]

ThePersonneNumberSelection for Fast Data Entwill then appear

e@Ee B8R nnon BER @b
Personnel Number Selection for Fast Data Entry
© [ H )=

| Further selections H o Search helps H o Sort order || = Qrg. structure
Period

(O Today () Current month () Current year
) Up o today J From today
@) Other period

Period | To

Selection

Personnel Number
Employment status o =

Time recording administratar

Additional data

Joh to
Organizational unit o
Position to
Work schedule rule to
Payroll administrator 1o
HR administrator to
Time data administrator to

TIME MANAGEMENT, last updated June 17, 2008 Pagel5of 32



5. In the firstPeriodfield, key the beginning date of the pay perid€ey the ending date of the
pay periodn theTo field.

s
Bea@ SHNE 000 BR =
Personnel Number Selection for Fast Data Entry

@ G 1=
| Futther selections || 2 Search helps H 3 Sart arder H S Org stucture
Perind

O Today ) Current manth ) Currentyear

) Upto today ) From today

@ Othert period

Period 05/29/2005 To 06/11/05
Payrall period
Selaction

Personnel Mumber
Employment status =0

Time recording administratar

Additional data

Job to
arganizational unit to
Position to
Work schedule rule to
Fayroll administrator to
HR administrator to
Time data administrator to

6. EnterthePersonnel Number

H
RN = R NS NGRS s s i N R
Personnel Number Selection for Fast Data Entry
& @ B )=(
‘ Further selections || = Search helps H o Sort order H = Org. structure
Period
) Gurrent manth ) Currentyear
O Up to today ) Fram today
@) Other period
Perind 05/20/200% To B6/11/2005
Selection
Persannel Mumber 71681
Employment status #|n
Tirme recording administratar
Additional data
Joh to
Organizational unit to
Position o
Work schedule rule to
Payrall administrator to
HR administrator jul
Time data administrator to

7. Click at the top left of the screenhe following screen will appear:
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afldH €@ DEE Snaa BE @
Time Sheet: Initial Screen

Data Entry
Data Entry Profile BIWEEKLY Uk Biveeekly Time
ey date 05/23/2005

Personnel Selection !

Persont...|Marme Per...|Su E. Org.un. |Ti...|Lastname... |Last name

-

(0] E—— ]

(][ e [« [+

8. IntheKey Date feld, enter the beginning date of the pay pefadime being entered.
Click the box to the left of thBersonnel Numbeb highlight the line.
9. Click on the icon on the left side of the screenhis will bring up theTime Sheet: Data

Entry View screen.

& BOHICee EHER ODo0 HE @B

Time Sheet: Data Entry View

BEREEFECR GE G H|E &
B5/28/2005 - 05/11/2005

Data Entry Area

BEODs 2T

Pers.No. [Name . |AJA.. SU 0529 |MO 05730 [TU 05/31 WE O06/01 [TH 06/02 |FR 0B/03 [SA DB/04 SU 0BAS MO OB/06

TU 0607

WE 0608 [TH 0809 [IT]

71681 |Medicine Test 8 0 8 8 8 8 8 8 g

8

8

L Dataeniyview  |of!  Releaseview | Varisbleview
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10.

11.

12.

In thePersonnel Numbdield, enter the Brsonnel Numbegxactly as it is listed in
line 1, or position the cursor on the Personnel Number and click the Achrineon.

Click on theA/A Type field on the same line to choose thiesence/Attendance Code.

Click on thepossible entrie iconto the right of the fieldDoubleclick on the appropriate
code.TheselectedV/A Type code willappear on th&ime Sheet Data Entry View

Note: Only one A/A Type may be entered on one lineA new line must be started for
each A/A Type.

Note the presence did target hours for each day of the work week for this emplalytne
top of the time sheetThese hours are populated basetheWork Schedule entered when
the employee was hired.

Tab across the fields and enter time that would be paid under A/ATO@3e If other A/A
types need to be enteretiartlines as required and complete entries.

]
13. Click at the top of the screda save entries.

e Any errorand warningnessagewill be displayed at the bottom of the screen.
Forexample, if TDL or vacation hours were entered, but the balance is
insufficient to cover the absence, an emassagavill appear.

e If this happens, click thwg at the top of the screen to change the form back to
data entry sthatcorrections can be made.

¢ If the line needs to be deleted, rigtick on the line and chodeelete Line.

. O .
14. After all corrections are completed, C|Il at the top of the screen to samries.

15. After time entries are saved, the system returns the userTinteeSheet: Initial Screen.

Following entry, time must beapproved.
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Using TARGET HOURS for Easy Entry

If you have groups of employees who regularly work a standard schedule, you can easily enter
their time by having CATS copy their work scheduilgo the time entry grid.
B - [=[x]

€ B eee CHE dohon BEA @
EREAFEOR I ZFHaH BEoRED::S &4

Data Enty Period 03/19/2006 |- | 84/81/2006 @]@]

Data Erty Area
LT/ PersNo. Name COA B/AT Total U 03/19 | MO 0320 | TU 0a/1 | wE 0322 | TH 0323 | FR 0324 | S 03/%5 | SU 0326 | MO 0327 | TU 028 | wE 0329 | TH 03/
(131301 Denvy W Haynes 80 Ll g 8 g 8 8 9 [} 8 g 8 &

& Felease view | & Vaiable view Enty 0of 1

This employeeds work schedul e fraday,bdayjsat ype 0007
week, MondayFriday. If this isa consistent working schedule, you can copy this time into the

grid, so that youdo nothave to enter it. Onahe schedule isopied, you can edfor TDL,

Vacation, orother absences.

To copy the worlschedule into the grigelectEDIT/Propose Times/Target Hoursfrom the

Menu, or use the Target Hol - icon.

RespondrES to the Target Hours dialog box, and the hours will be copiétbass Worked
(Attendance Type 1005).
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i Time Sheet: Data Entry View

Time heet Edt Goto Extras Environment System Help

[+ - B ece DHE noan
EEAFEOR GF40H EBS EABRERDE @@
Data Entyy Period 83/19/2006 |- ou/01/2006 | H| B
Data Entyy Area
LT Pershe. Hame COAr 44T, Total SU 0319 | MO D20 | TU 0m21 | wE 022 | TH 0323 | PR DM | SA 0325 | SU M2 | MO OMF | TU oze | wE o | TH v
DIIBOU | v oy M Hayres 80 [} 8 8 8 8 8 [] [} 8 8 8 Al
31361 |DenryM Hapres  UKOO 1005 80 [] ] 9 ] 8 [] ] 9 L]
is
%
] &_|
Diata entry view e Flelesse view i Variable view Ertrp 1 of 2

If you have selected a groop employees, this menu selection will copy Werk Schedulefor
all employees. Therefore, you may want extra variants to segregate the various groups if possible.
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Variant for Time Entry

When users routinely enter tirfer the same group @mployees, they ay create and use a

variantto save time.

To create a Variantfor Time Entry :

1. On thePersonnel Number Selection for Fast Data Erttrgen, tick on Lfuriher selecfions

Program  Edit Goto

(] Bl ea@e 2HE D00 BE @
Personnel Number Selection for Fast Data Entry
©/f 0 =
Further selections || o Search helps H o Sort order H = Org. structure
Period
O Today () Cutrent month ) Cutrent year
O Up to today ) Fram today
@ Other period
Period 05/29/2005 To BE/11/05
Selection

Personnel Mumber H
Employment status o

Time recording administrator

Additional data

Joh to
Qrganizational unit to
Pasition to
Work schedule rule to
Payroll administrator to
HR administrator to
Time data administrator to

2. Select the criteria for the Variant by clicking to the left of each desirktrfaame in the

Selection Option§ist.

| |selection options

Company code
Personnel area

o

Personnel subarea
Employee group
Employee subgroup
Organization key
_Elusiness area
Legal person
_Payroll area

Controlling area
Cost center

Position
Jaoh

EN/Da]
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3. Click on the Choosem icon to send to th8election fielddist andcontinue v )

4. Enter the crited data into the fields now appearing in the Selection area.
Selection

Personnel Mumber

Employment status o
Personnel area

Fersonnel subarea

Employee group

Employee subgroup

Organizational unit

Lol elelolslol2] o

Time recording administrator

: O] . . :
5. Click on the Sav icon to save the #ingsas a Variant.
6. Enter a variant name. Inclu@¥g unit information and sufficient description and save.

To use a Variant for Time Entry:

|@} Persannel Selectn |butt0n

1. On theTime Sheet: Initial Screeglick on the

2. On thePersonnel Number Selection for Fast Data Eitigk on the Variant &' icon to
select the variant which describes the group of employees for which you wish to enter time

@ .

Thenexecute

rd

3. Select the employees for time entry. Click on the Enter T-5..0 icon and continue the

time entry process ofime SheetData Entry View.

Following entry, time must beapproved.
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Approve Working Times (CATS APPR LITE)

To approve time for one employee

1. EnterCATS_APPR_LITE in the Command field of thEAP Easy Accesscreen.

2. To approve hours for one employee, enteRbesonnel Numben the field andexecut
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