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Overview

Trigger(s): 

Time data that has been entered must be approved or rejected.  It may also need to be reviewed before or after approval.  This transaction is used by Time Advisors to approve time sheets on behalf of the Supervisor.
	Business Process Description Overview

	After time is input by the employee or timekeeper, it must be approved or rejected.  This approval occurs before the data is distributed to other modules through the CATS (Cross Application Time Sheet) program.


	Input
	Comments

	Time input must be reviewed and approved/rejected.
	

	Steps
	Details

	1. The time sheet is reviewed.
	

	2. The time sheet is approved or rejected.
	If errors, missing information, or questionable information is discovered, follow-up will need to occur.


	Output
	Comments

	Time is approved or rejected.
	

	Steps
	Details

	1. The time is marked approved or rejected.
	

	2.  If the rejection check box is selected, the employee or timekeeper receives notification of the rejection.
	


Tips and Tricks

· If the number or value is unknown, click on the drop down box in the field to access the search feature.

· To search on multiple numbers or values, use the multiple selection icon [image: image1.bmp].

· To enter parameters other than those shown on the screen, use the Master data selection icon [image: image2.png]Master data selection



 which will is the same as transaction code CAPS or use the Time sheet data selection icon [image: image3.png]Time sheet data selection



 which is the same as transaction code CADO.

· After the screen has been executed, in addition to approving and rejecting the data, a user has an option to go to the next record, change the layout of the screen, view the details, total it, etc.  This is done by clicking on the appropriate icons at the top of the screen. [image: image4.png]F H aAav 2TAFERELTE @ & chose @ sae |, B




Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human Resources ( Time Management ( Time Sheet ( Approval ( CAT4 Selection Using Organizational Structure

	Via Transaction Code
	CAT4


1.2 On screen “Time Sheet:  Approve Times (Selecting by Org Assignment” enter information in the fields as specified in the below table.  After entering the selections, click the Master Data Selection button [image: image5.png]Master data selection



 to process the request.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Plan version
	The version for the plan of the organization from which to obtain the data.
	R
	Always select “01”.
	System defaults to 01.

	Object type
	The type of organization information for which to select data.
	O
	Enter a type from the drop down box in the field.  Examples of data that can be selected are:  organizational unit, person, job, cost center, etc. 
	System defaults to Organizational Unit.

	Object ID
	The value for the object type selected.
	O
	Enter an object identifier.
	

	Search term
	Additional information for which information should be searched.
	O
	Enter search term, or * to provide a list.
	

	Object status
	Defines the current status of the object selected.
	O
	Enter an object status.  Examples are active, planned, submitted, approved, or rejected. 
	

	Data status 
	Defines the current status of the object selected.
	O
	Enter a data status.  Examples are active, planned, submitted, approved, or rejected.
	To access this field, click on the Data status icon. 

	Reporting period
	Period of report information.
	R
	Select a radio button to indicate the period to evaluate.
	Select the Key date or Other period icon to evaluate dates other than those on radio buttons.  System defaults to All.

	Display released data
	Radio button that indicates only released records will be displayed.
	O
	Select this option or the option below.
	System defaults to Display released data. 

	Display all days and persons
	Radio button that indicates all records, even if no data exists, will be displayed.
	O
	Select this option or the option above.
	

	Send notification of rejection
	Notification of rejection indicator. 
	O
	Check this box if it is appropriate to send notification of rejections to the creator of the record.
	System defaults to Send notification of rejection.

	Immediate transfer to HR
	Direct transfer to Human Resources without approval indicator.
	O
	Check this box if it is appropriate to update the records in Human Resources without approval.
	

	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.

	Time type
	Target hours or planned hours.
	O
	Enter time type.
	

	Downward tolerance
	Percentage that target hours may fail to be completed.
	O
	Enter the percentage.  
	System default is 10.

	Upward tolerance
	Percent that target hours may be exceeded.
	O
	Enter the percentage.  
	System default is 10.

	Subtract HR hours
	Determines that hours are subtracted from quotas.
	O
	
	System default is that the box is not checked.


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

1.3 On screen “Time Sheet: Approve Times (Selection by Master Data)” enter information in the fields as specified in the below table.  After entering the selections, click the Execute icon [image: image7.jpg]


 to process the request.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Period
	The selection period enables you to specify the period in which employee data records are read
	R
	Select the Other Period radio button to view attendances pending approval for a specific period.
	

	Personnel Number
	Uniquely identifies employees
	O
	Enter the personnel number of the employee.  If the personnel number is unknown, use the search feature to find the employee’s personnel number.  Click on the drop down box in the personnel number field to get to the search feature where you can search for an employee personnel number.
	

	Employment Status
	
	O
	
	

	Employee Group
	A general division of employees that defines the relationship between an employee and a company.
	O
	Employee groups are:

C – PA Conservation Corps

E – Official Board Member

G – PA National Guard

N – Non Permanent

P – Permanent

R – Health Registrars

U – Per Unit

X- External person
	

	Employee Subgroup
	A division of employee groups according to the status of employees.
	O
	Employee subgroups are:

F2 – Full-time 22      P1 – Part -time

F6 – Full-time 26      F8 – Full-time 80

F7 – Full-time 75
	

	Organization

Key
	Do not use
	N
	
	

	Payroll Area
	Defines the payroll grouping
	O
	Z1 – payroll area 1

Z2 – payroll area 2

Z3 – payroll area 3
	

	Controlling Area
	Do not use
	N
	
	

	Cost Center
	Defines the cost center
	O
	
	

	Organization Unit
	Defines an Organizational Unit
	O
	
	

	Supervisor area
	Describes the employee’s assignment to an organizational unit
	O
	
	

	Administrator Group
	Combines all administrators who are responsible for one organizational area in personnel
	O
	
	

	Time Recording Administrator
	The Time Administrator is the person responsible for those employees assigned to him/her
	O
	Use the drop down menu to select the person responsible for time record input of this employee.
	

	Administrator Group: time
	Do not use
	N
	
	

	Display released Data
	Displays all released records for the selection period
	O
	The system will only display days and personnel numbers for which released records exist
	System Defaults

	Display All days and pers no,
	Displays all records for selected personnel numbers in the specified period.
	O
	This includes records that have been approved, rejected and released.
	

	Send notification of rejection
	Sends a notification of rejection
	O
	
	System defaults

	Immediate transfer to HR
	Specifies that records are transferred to Human Resources immediately
	N
	Do not use.
	

	Time Types
	Determines the time type of the target hours
	O
	
	If you leave the field BLANK, the system uses the HR Planned hours.

	Downward tolerance
	Do not use
	N
	
	Defaults to “10”

	Upward tolerance
	Do not use
	N
	
	Defaults to “10”

	Subtract HR hours
	Do not use
	N
	
	


1.4 “General Hierarchy Display” scroll through the records to view all of the available records that require approval.  Click on the [image: image10.bmp] to view the employee records.  Then double click the date record to be viewed.  
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Note:  The yellow light indicates the attendance record is pending approval.

1.5 On screen “General Hierarchy Display” highlight one or more lines by clicking in the block to the left of the line under the column marked with a select all lines icon [image: image13.bmp], or to select all lines, click on the select all icon.  Select either the approve icon [image: image14.bmp] or the reject icon [image: image15.bmp].
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1.6 On screen “General Hierarchy Display” the Exception column traffic light icon [image: image17.png]


 will turn from yellow to green to indicate an approval, or from yellow to red to indicate an approval rejection.  Save the entry by clicking on the Save icon [image: image18.bmp].  Then you may either exit the transaction or return to the previous screen to view the “General Hierarchy Display” again to see that it was approved or rejected.  
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Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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