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Overview

Trigger(s):
This transaction will show all the errors that are stored for the CATS Transfer program (ZCAT6).

	Business Process Description Overview

	This report displays time transfer error messages.  All messages require action to ensure the employee is paid correctly.


	Input
	Comments

	It is necessary to check to determine if there are any time transfer error messages.
	

	Steps
	Details

	1.  The report selection criteria is entered.
	Criteria will be either, personnel area, personnel number, or date.

	2.  The data is reviewed.
	If errors, missing information, or questionable information is discovered, follow-up will need to occur.


	Output
	Comments

	1st screen is selection values and 2nd screen is detailed error reports.  
	To view the 2nd screen, use the right scroll down bar.

	Steps
	Details

	1.  N/A
	


Restrictions

· Users will only be able to view authorized personnel areas.  

Tips and Tricks

· To search on multiple numbers or values, use the multiple selection icon [image: image1.bmp].  Data exists behind each tab if the tab is green [image: image2.bmp], instead of lilac [image: image3.bmp].

Procedure Steps

1.1.        Access transaction by:

	Via Menus
	Information System ( COPA ( COPA Human Resources ( Time Management ( Reports ( Time Transfer Error Report

	Via Transaction Code
	ZH_CATSERRORS


1.2.
On screen “Time Transfer Error Report” enter information in the fields as specified in the below table.  After entering the selections, click the Execute Icon [image: image4.bmp] or F8 to process the request.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Personnel Area
	A personnel area is an organizational entity representing an area within an enterprise defined by specific aspects of personnel administration, time management and payroll.
	O
	Enter appropriate personnel area or leave blank to obtain all records for personnel areas that you have security to view.


	

	Personnel Number 
	Employee’s unique personnel number. 
	O
	Enter the personnel number of the employee or leave blank to obtain all records for all employees that you have security to view.


	If a personnel number is entered, only information on that employee is displayed.

	Error Date
	Period for which the review is performed.
	O
	
	


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

1.3. On screen “Time Transfer Error Report” header information appears.  
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1.4.
Scroll down to view the detailed Time Transfer Errors.  Additional data can be viewed by scrolling to the right.


[image: image7.png]Time Transfer Error Report

Dawnload to file

Progran: ZH_REPT_CATSERRORS Connonwealth of Pennsylvan

User  : CNVSTING Hunan Resources Planning
Tine Transfer Error Report

Error Records

Payral1|Personnel |0rg Unit| Job Personnel |Last Nane First Nane Error Date

Area  |Area Nunber

22 2102 00210873| 00300100 | 0515938 |Conerer Terry 05/02/2004

00515938 Record fron 05/02/2004 with subtype WBR2 could not be posted

00515938 Insert cannot be nade due to collision

22 2102 00210976( 00314700 | 00013463 |HecTintock Barry 0570472004





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

	Payroll area
	Identifies the employee’s pay group.  
	D
	
	

	Personnel Area
	Agency code.  
	D
	
	

	Organizational unit
	Identifies the organization of the employee.
	D
	
	

	Job 
	Identifies the job classification of the employee.
	D
	
	

	Personnel Number 
	Employee’s unique personnel number. 
	D
	
	

	Last Name
	Employee last name.
	D
	
	

	First name
	Employee first name.
	D
	
	

	Error Date
	Date the error occurred.
	D
	
	

	Att / abs type
	Each attendance or absence is defined by an attendance or absence type which describes the attendance or absence in detail.
	D
	
	

	Begin Time
	Beginning time of the absence or attendance.
	D
	
	

	End Time
	Ending time of the absence or attendance.
	D
	
	

	Hours 
	Specifies the duration of an absence or attendance in hours.
	D
	
	

	Personnel Subarea 
	Identifies the union, bargaining union, and FLSA code.  
	D
	Second and third character represents the employee’s bargaining unit.


	

	Run Date
	Date the report was produced.
	D
	
	

	Run Time
	Time the report was produced.
	D
	
	

	Time Mgmt Status
	Determines how hours are processed in Time Evaluation.
	D
	0= No time evaluation

1= Time evaluation of actual times (positive)

7= Time evaluation of actual times with full pay (quasi-positive)

9= Time evaluation of planned times (negative)
	

	Work Sched Rule
	Work schedule code as entered on Infotype 0007, made up of working times and break times.
	D
	
	

	Time Admin
	Timekeeper code


	D
	
	


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

1.5.  
To download the report to an MS Excel spreadsheet, click the Download to file button [image: image8.png]Download to file



.   Enter the drive and a file name where the data is to be saved, then click the Transfer button [image: image9.png]Transfer



.   Note:   Enter the extension “.xls” when naming your file.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	File Name
	The directory/path where the file is to be saved.
	R
	Enter the directory and file name where the file is to be saved.  
	

	Data Format
	The format of the data you want to upload or download.
	D
	
	Defaults is “DAT”


R = Required, O = Optional, D = Display, N = Not Required
1.6.  
To view the results in MS Excel, open MS Excel and your file.  When the Text Import Wizard appears, click the Finish Button [image: image11.png]


 on the pop-up menu.
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1.7.  
The data is now in MS Excel, and can be manipulated as desired.  

Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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