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Overview

Trigger(s):
The same time should be entered for several or all employees with the same time administrator (timekeeper) code. This will be used to record holiday absences and office closings.  It will also be used to apply the same substitutions to several employees.

	Business Process Description Overview

	A timekeeper is responsible for the entry of time for a group of employees.  Absences applying to several employees will be entered using this infotype to save time, rather than entering each record separately.  This infotype must not be used for day-to-day attendance and absence entry; as CATS is the approved entry point for day-to-day attendances and ESS leave request for absences.


	Input
	Comments

	As necessary, absences for several employees are entered at one time.

Or

Substitutions are applied for several employees at one time.
	

	Steps
	Details

	1.  The attendance and absence code(s) or substitution(s) are entered and saved.
	In some cases a paper document may be created and approved before the data is 
entered.


	Output
	Comments

	Time is updated to the infotypes.
	

	Steps
	Details

	1. Time entered can be viewed by accessing the infotypes.
	

	2.  The employee is paid properly.
	


Tips and Tricks

· If the Infotype does not appear on the list when using the drop down on the Direct Selection of the Infotype, right click on the Restrictions tab, click on Restrictions, change Maximum No. of Hits to 5000, and click the enter icon [image: image1.bmp].

· If the number or value is unknown, click on the drop down box [image: image2.bmp] in the field to access the search feature.

· Use the sort icon [image: image3.bmp] or Shift + F4 to display the data in a different way.

· To select all employees based on specific criteria, such as personnel area, organization, or time administrator grouping, use the report selection radio button on the Fast Entry of Time Data screen.

· Use the other personnel numbers icon [image: image4.png]@D Other personnel numbers



 or Ctrl + Shift + F10 to select other employees for time entry.

· Do not use the “with proposal” icon [image: image5.png][ with proposal



 or Ctrl + F5 or the lock/unlock icon [image: image6.bmp] or Shift + F12.

Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human Resources ( Time Management ( Administration ( Time Data ( Fast Entry

	Via Transaction Code
	PA71


1.2 On screen “Fast Entry of Time Data” enter information in the fields as specified in the below table.  After entering the selections, click the Create icon [image: image7.bmp] or F5 to process the request, click on the change icon [image: image8.bmp] or F6 to change a record previously saved, or click on the delete icon [image: image9.bmp] or Shift + F2 to delete a record previously saved.  Note:  Do not use the “with proposal” icon [image: image10.png][ with proposal



 or Ctrl + F5 or the lock/unlock icon [image: image11.bmp] or Shift + F12.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	List of Infotypes 
	Text name of infotypes.  
	O
	Click on the column before the infotype text to select that infotype, or directly select the infotype with the Direct selection below.
	User may not have access to all infotypes.

	Period
	The period of time for which time is to be entered.
	R
	Select one of the radio buttons.  If Period is selected, enter the To and From dates to be included.  
	Other period is the default and the cursor will be in the date field.

	Infotype
	Screen with related data.
	O
	Directly select the infotype to update, or highlight the name as described above.
	User may not have access to all infotypes.

	STy
	Subdivision of related data, in this case attendance and absence codes.
	O
	Directly select the subtype to update.
	

	Enter in fast entry screen
	Indicates personnel numbers will be entered on the fast entry screen.
	O/R
	
	Defaults to Enter in fast entry screen.

	Manual preselection
	Indicates personnel numbers will be entered manually before using the fast entry screen.
	O/R
	Click the radio button.
	

	Preselect using report
	Indicates personnel numbers will be selected using a pre-defined report.
	O/R
	Click the radio button, and then enter the report from the drop down list.
	

	Preselection w.ad hoc query
	Indicates personnel numbers will be selected using an ad hoc query before using the fast entry screen.
	O/R
	Click the radio button.
	

	Save records directly
	Indicates records will be saved after time is entered and saved.
	O/R
	
	Defaults to Save records directly.

	Create batch input session
	Indicates records will be batched and updated in mass.
	N
	Do not select this option.
	

	Locked records only
	Indicates that only locked records will be processed.
	N
	Do not select this option.
	


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

1.3 If the Pre-select using report radio button is chosen, the following screen will appear.  If this radio button was not chosen, proceed to step 1.5.  On screen “Personnel Number Selection for Fast Data Entry” enter information in the fields as specified in the below table.  After entering the selections, click the Create icon [image: image13.bmp] or F8.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Period
	The period of time for which time is to be entered.
	R
	Select one of the radio buttons.  If Period is selected, enter the To and From dates to be included.  

Ordinarily, the Today button will be used.
	Other period is the default and the cursor will be in the date field. 

	Personnel number
	Employee’s unique personnel number.
	R
	Enter the personnel number of the employee.  
	

	Employment status
	Indicates whether employee is active or separated.
	N
	Do not change the default.
	

	Time recording administrator
	Timekeeper code to which employee is assigned.
	O
	Enter timekeeper code.
	

	Job
	Job classification number in which the employee works.
	O
	Enter job code.
	

	Organizational unit
	Organizational unit to which employee is assigned.
	O
	Enter organizational unit.
	

	Position
	Position number that the employee occupies.
	O
	Enter position number.
	

	Work schedule rule
	Identifies the work schedule rule that employees are assigned to.
	O
	Enter the work schedule rule.
	An * can be used as a wild card if searching for similar work schedules.

	Payroll administrator
	Identifies the responsible payroll office.
	N
	Do not use, since all employees are assigned to BCPO, except employees of the Attorney General’s office.
	

	HR administrator
	Not used
	N
	Do not use.
	


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

1.4 On screen “Fast Entry of Time Data” review all employee entries that match the selected criteria.  Use the insert personnel number icon [image: image15.bmp] or shift + F1 to add additional employees that did not meet the report selection criteria or delete personnel number icon [image: image16.bmp] to shift + F4 that did meet the selection criteria if selected employees should not have the same action applied.  Then, click the Create icon [image: image17.bmp] or F5 to process the request, click on the change icon [image: image18.bmp] or F6 to change a record previously saved, or click on the delete icon [image: image19.bmp] or Shift + F2 to delete a record previously saved.  Note:  Do not use the “with proposal” icon [image: image20.png][ with proposal



 or Ctrl + F5 or the lock/unlock icon [image: image21.bmp] or Shift + F12
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1.5 On screen “Create Absence” enter information in the fields as specified in the below table.  Additional personnel numbers may be added in the blank white lines, if needed.  After entering the data, click the Save icon [image: image23.bmp] or Ctrl + S to save the entries.  Note:  Depending on the infotype and action icon selected, a different screen will appear.  In addition, some of the fields may be completed, while others may remain blank, based on selections on the previous screen.  For help in using each of the available options, refer to the BPP for PA61 and the corresponding infotype.

[image: image24.png]Create Absences (2001)

& 9 Otherpersonnel numbers

Personnel number Tyne [start_[End _|From T e
(10506168 TH_Test 03669 T ac [05/26/2003 o5 26/2003 1
(10011581 TH_Test_anse9 T oc 0512672003 o5 26/2003 1
(10118974 TH_Test 02032 T _oc 0512672003 o5 26/2003 1

lPoc 9572672003 [ps /28 /28031

comnn =




1.6 On screen “Create Absence” if there are more than 20 employees selected when using the report option in step 1.2, click the [image: image25.png]@ Other personnel numbers



 other personnel numbers button.  After entering the data, click the Save icon [image: image26.bmp] or Ctrl + S to save the entries. Continue this process until all personnel numbers are updated. 

Cross Functional Dependencies:

	Team
	Dependent tasks

	 N/A
	 


1.7 Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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