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Overview

Trigger(s): 

Time data has to be input for each positive time employee and for negative time employees with overtime, cost distribution data, working out of class or other exceptions to reporting.  Note:  An employee would not use this transaction.  Rather the employee will use CATS via ESS.

	Business Process Description Overview

	This is a screen for time data input.  It should be accessed each day for time entry.  A timekeeper will use this screen to enter employee data.  Employees will use the ESS version to input their own time.


	Input
	Comments

	Exception time worked.   
	

	Steps
	Details

	1.  Time sheet is accessed.
	Although time must be recorded by the end of the pay period, time should be entered each day to maximize processing time, since time evaluation will run nightly.

	2.  Time is entered.
	

	3.  Time is released for approval.  
	A supervisor will not receive this to approve, since the supervisor will have approved the paper time sheet before the timekeeper entered it.


	Output
	Comments

	Time is available for approval.
	

	Steps
	Details

	1. Time entered is available for the employee’s review.  
	

	2.  The employee is paid properly.
	

	
	


Tips and Tricks

· If the number or value is unknown, click on the drop down box [image: image1.bmp] in the field to access the search feature.

· The settings for the time sheet may be changed by using the settings icon [image: image2.bmp] or F7.

· In some profiles, the top section of the time sheet displays a work list of codes entered on recent time sheets.  This data can be copied and pasted into the current time sheet to save data entry time.

· To view records immediately before or after the record selected, the previous record or next record icons [image: image3.bmp] or Shift + F6, [image: image4.bmp] Shift + F7 can be used.  If there are no other records to view, these icons will be shaded.
· The data entry view icon [image: image5.png][  Data entryview



 is the view that defaults when the time sheet is opened, and provides lines for data entry.

· The release view icon [image: image6.png]'  Release view



 is not used, since data is released for transfer to the infotypes at the same time the record is saved.

· The variable view icons [image: image7.png][%  variable view



 or [image: image8.bmp] or Ctrl + F1 can be used to see all records entered for the period, including those that were previously saved, approved, or rejected.

· Records may be selected using the select all icon [image: image9.bmp] or Shift + F7 or deselect all icon [image: image10.bmp] or Shift + F8; this is helpful for copying.

· Records may be sorted using the sort ascending icon [image: image11.bmp] or Ctrl + F8 or sort descending icon [image: image12.bmp] or Ctrl + F9.

· To see more lines of data, the total and the target hours (planned working time) lines can be removed by clicking on the total icon [image: image13.bmp] or F6 and planned target hours icon [image: image14.bmp] or F7.  

· Weekdays may be turned off, so that only the date is displayed in each column using the weekdays on/off icon [image: image15.bmp] or F8.

· The details of a time sheet may be shown in one view, without scrolling, by using the detailed time data icon [image: image16.bmp] or Ctrl + F2.

· Text can be added to a record using the long text icon [image: image17.bmp] Ctrl + Shift + F3; however, it is recommended that short text be used in most cases, as described in 1.5. below.

· The check entries icon [image: image18.bmp] or Ctrl + F6 can be used before saving the record to verify that there are no mistakes in the data entered.  

· The legend icon [image: image19.bmp] or Shift + F6 can be used to explain the coloring and the use of some of the icons.

· The settings icon [image: image20.bmp] or Shift F1 can be used to change the look of the profile.

· The target icon [image: image21.bmp] or Ctrl + F12 should not be used.  You must use start and end times if you use this icon.

· Lines can be inserted, reset, copied, split and deleted using the following icons, reset entries icon [image: image22.bmp] or Ctrl + F11, insert line icon [image: image23.bmp] or Ctrl F4, delete line icon [image: image24.bmp] or Shift + F2, copy line icon [image: image25.bmp] or F5, or split line icon [image: image26.bmp] or Ctrl + F3.

· The trip costs icon [image: image27.bmp] and check log icon [image: image28.bmp] should not be used.

· New Hires:  SAP will not allow end users to process time prior to the hire date of an employee.  The user must use the pay period week after the hire date to process CAT2.

Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human Resources ( Time Management ( Time Sheet ( Time Data ( Enter

	Via Transaction Code
	CAT2


1.2 On screen “Time Sheet: Initial Screen” enter information in the fields as specified in the below table.  After entering the selections, click the Enter times icon [image: image29.bmp] or F5 to process the request.  Note:  The first time the “Time Sheet:  Initial Screen” is accessed after logging on to the system, some of the fields may not appear.  To make them appear, use the Enter times icon [image: image30.bmp] and then return to the screen using the back icon [image: image31.bmp].
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1.3 Click on the match code 
[image: image33.wmf] 

 icon to select a data entry profile.  There are several data entry profiles.  An example of a profile: TA-ALLSA is to be used by the Time Advisor to enter attendances for an employee whose pay period begins on a Saturday.  TO-NLDSU is to be used by the Timekeeper to enter attendance for an employee whose pay period begins on a Sunday.  Profiles that begin with “EE” are for the employee, “INT” are for interfaces, “TA” are for Time Advisor profiles and “TO” are for Timekeeper profiles.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Data entry profile
	Profile/look of the time sheet.
	R
	Enter the name of the profile to use to view the time sheet from the drop down list.
	


R = Required, O = Optional, D = Display, N = Not Required

Note:  The EE-WOC profile only allows the employee to go forward or back 2 pay periods.  However, Timekeepers can use the scroll [image: image35.png]


 icon to go forward or back 12 pay periods.  Profiles that begin with TA or TO will have unlimited key date access.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Data entry profile
	Profile/look of the time sheet.
	R
	Enter the name of the profile to use to view the time sheet from the drop down list.
	

	Key date
	Date of period to input.
	R
	Enter a date that is within the period to input.
	Defaults to current date.

	Personnel number
	Employee’s unique personnel number.


	R
	Enter the personnel number of the employee.  
	


R = Required, O = Optional, D = Display, N = Not Required

1.4 On screen, “Time Sheet: Data Entry View”, you must enter the clock times for the employee in the first available white line.  Note:  The top section of the screen is a work list that shows the codes that were most recently entered on prior time sheets.
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Screen scrolled to the right continued below.
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Note: Depending on the data entry profile selected, the view and available fields could be different than the one pictured above.  The look of the view also can be modified by clicking one of the icons on the top line of the screen; see tips and tricks for details.  

	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Personnel Number
	Employee’s unique personnel number.
	D
	 
	

	Data entry period
	The workweek which is a result of the key date.
	D
	
	

	Rec. CCtr
	Identifies the financial cost center to which time should be charged.
	O
	Enter cost center.
	

	Receiver WBS Element 
	Identifies the financial work breakdown structure to which time should be charged.  
	O
	Enter WBS element.
	

	Rec Order
	Identifies the financial order to which time should be charged.
	O
	Enter receiving order.
	

	A/A Type
	Attendance code to which time should be charged.
	R
	Attendance type.
	Only attendances can be entered via CAT2.

	OC
	Reason why overtime or working out of class is required.
	O
	Select a reason using the drop down list.
	

	Val. Basis
	Additional pay authorized for Working Out-of-Class.
	O
	Enter hourly amount to pay in addition to the basic hourly salary.
	

	I
	Indicates how additional pay is to be applied.
	O
	Use only if Val. Basis is used; enter +.
	

	Prem. no.
	Shift differential or hazard duty code.
	O
	Enter the code or use the drop down list.
	

	ID
	Indicates identification code for the premium.
	O
	Use only if Prem. no. is used; enter 1.
	If Prem. no. is selected using the drop down, 1 will default.

	Position
	Position in which employee is temporarily Working Out-of-Class.
	O
	Enter position number.
	

	Activity Code
	Identifies the activity performed to ensure time is charged to the correct financial records.
	O
	Enter activity code.
	

	Fund
	Identifies the financial fund to which time should be charged.
	O
	Enter fund.
	

	Total
	Total hours for the period.
	D
	
	

	SA - SU
	Days during the period.  
	O
	Enter hours for the attendance code entered.
	

	From
	Begin time.
	R
	Enter time.
	You must enter clock times.

	To
	End time.
	R
	Enter time.
	You must enter clock times.


R = Required, O = Optional, D = Display, N = Not Required

1.5 On screen, “Time Sheet: Data Entry View”, enter any short text information to describe the time by double clicking in the field where the text should be applied.  The following screen will appear.  
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Cell content
	Contents of the cell to which the text applies.
	D
	 
	Defaults based on selected cell.

	Start time
	Start time of absence or attendance.
	D
	
	Defaults based on selected cell.

	End time
	End time of absence or attendance.
	D
	
	Defaults based on selected cell.

	Short text
	Comments related to the time.
	O
	Enter a short description or details to support why the time is entered.
	40 character maximum.

	Reason for rejection
	Not applicable
	N
	
	

	Processing status
	Status of the time entry.
	D
	
	

	Document no.
	Not applicable
	N
	
	


R = Required, O = Optional, D = Display, N = Not Required

1.6 After entering the time and all text to support the time, click the Save [image: image40.bmp] icon or Ctrl + S to save the entries.  

Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	The only workflow requirement is for entry of specific FMLA or WC absences, entered by a timekeeper.
	Time Advisor or, as applicable, Workers’ Compensation Advisor.
	Comments entered on workflow or letter 

Provided to employee.
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