	[image: image10.png]Office of Administration
Offce for Information
Tachnology

Bursau o Intagrated Enterprise
System (IES)





	BUSINESS PROCESS PROCEDURE

	
	Title:
	Maintain Time Data

	
	Process:
	Display Time Sheet Data

	
	T-Code:
	CADO

	File Name:
	CADO.doc
	Release:
	R/3 4.6C

	BPP Control Number:
	BT0001
	Responsibility:
	Betty McCloskey



External References

	Links to External Documents

	External Reference
	Links

	Process Diagram
	..\Visios-Time\2.2 Attendance Recording v6.bmp

	Standard Operating Procedures
	

	Job Aids
	

	Reference Materials 
	

	
	

	Version Number
	Change Description

	 1.0
	Original Documentation

	 
	

	
	


Overview

Trigger(s): 
Time data that has been entered may need to be reviewed.  This is a display only screen, with no change/update options. 

	Business Process Description Overview

	There could be several reasons why a user would want to view a time sheet.  This view features search data by Personnel number and/or reporting period.  Note: CATS is only a data entry screen and the data represented in this view may not be representative of all data in SAP.  Infotype 2002 contains the actual evaluated data that may or may not have initially been entered via CATS.  Therefore, it is recommended that the BPP for that infotype be used for audit purposes.




	Input
	Comments

	A need arises to view data for one employee’s time sheet.
	

	Steps
	Details

	1. The time sheet is reviewed/audited.
	

	2. The review/audit of the time sheet is completed.
	If errors, missing information, or questionable information is discovered, follow-up will need to occur.


	Output
	Comments

	N/A
	

	Steps
	Details

	1. N/A
	


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.  

· To search on multiple numbers or values, use the multiple selection icon [image: image2.bmp].

· To search on criteria parameters other than those shown on the screen, use the Receiver parameters icon [image: image3.png]Receiver param.



, or Ctrl + F1, the Sender parameters icon [image: image4.png]Sender param.



, or Ctrl + F2, or the All parameters icon [image: image5.png]All parameters



, or Ctrl + F3 to show other fields on which searches could be performed.

· After the screen has been executed, a user has an option to change the report layout, view the details, insert totals, etc.  This is done by clicking on the appropriate icon [image: image6.png]Av 2RTAFELR T B R & chose & sae By &



 at the top of the screen.  See the SAP Quick Reference Guide for each icon’s use.

Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human Resources ( Time Management ( Time Sheet ( Information System ( Time Sheet Data by Personnel Number

	Via Transaction Code
	CADO


1.2 On screen “Display Time Sheet Data” enter information in the fields as specified in the below table.  After entering the selections, click the Execute icon [image: image7.bmp] or F8, to process the request.

[image: image8.png]Display Time Sheet Data

@ Receiverparam, | Sender param. || All parameters

Persan > —
Persannel no. 10534756
Status

Reporting period

O Today Currentyear O Other period
O Curentwesk O Al
Current month Past

Data selection period 05/30/2003 o 05/30/2003

Options >

Display variant





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

	Personnel no.
	Employee’s unique personnel number. 
	O
	Enter the personnel number of the employee.  
	See Tips and Tricks to select multiple employees.

	Status
	Processing status of the selected record.
	O
	Enter a status from the drop down box in the field.

10 – In process

20 – Released for approval

30 – Approved

40 – Approval rejected

50 – Changed after approval

60 – Cancelled 
	See Tips and Tricks to select multiple statuses. 10 and 20 records should not exist.

	Reporting period
	Period of report information.
	R
	Select a radio button to indicate the period to evaluate.
	System defaults to Other period and today’s date.

	Display variant
	A layout can be saved as a variant and then recalled.
	O
	Enter a variant.
	Variants must be created for this to be available.


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

1.3 On screen “Display Time Sheet Data” scroll through the records to view/audit the time sheet.  No data can be entered on this view.  

[image: image9.png]Display Time Sheet Data
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Note:  Depending on the selection parameters chosen, the view 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. 

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

	Exception
	Icon showing processing status of record.
	D
	
	Red - Stop

Yellow –Pending

Green - Go

	Pers. no.
	Employee’s unique personnel number. 
	D
	
	

	Date
	The date for which the time was recorded.
	D
	
	

	Hours
	Number of hours recorded.
	D
	
	

	Send.CCtr
	Financial data of the cost center of the employee.  
	D
	
	

	Act type
	Financial data describing the activity to which the time was assigned.
	D
	
	

	Rec CCtr
	Financial data of the cost center to which time should be charged.
	D
	
	

	A/A Type
	Attendance/Absence type. 
	D
	
	Absences will not appear on this report.

	Name
	Processing status of the selected record.
	D
	
	

	Last change
	Date the record was last changed.
	D
	
	

	Changed by
	User-id of the individual who made last change.
	D
	
	


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

Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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