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Course Objectives

Upon completion of this course, you will be
able to:

» Understand new terms and concepts for
Personnel Time Recording

= Define how Personnel Time Recording fits into
the payroll processing cycle

= Make short-term changes to an employee’s work
schedule

= Enter wage types (i.e. overtime) in CATS

= Enter absences in CATS

= Enter labor distribution in CATS

= [earn how to transfer time from CATS to HRMS
= Understand how to access and run reports
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Personnel Time Recording Overview

Upon completion of this section, you will be able to:

» Define key terms associated with entering time and
attendance in HRMS.

» Understand how Personnel Time Recording fits into the
overall payroll process.

» Define roles as they relate to the course.
= Understand how to Manage Work Schedules.




Key Terms
B Cross-Application Time Sheet (CATS) —

Central time sheet used to enter employees time data:

= Attendance
= Absences
= | abor Distributions

— Time is recorded in CATS, and passed on to other applications.
Once time Is entered, this information is transferred to related
HRMS infotypes where time data can be accessed during the
payroll run.

B Effective Dating — Date used to enter an employees time data
In advance or retroactively. The effective date is based upon a
valid start date and end date
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Personnel Time Recording Roles

B Roles determine what a person can
access.

B The following roles exist for
Personnel Time Recording:

= Time and Attendance Processor:
Records absences/attendance into CATS

= Time and Attendance Inquirer:
Views absence quotas (accrual) and
payroll time entries

* Time and Attendance Supervisor:
Manages the Time and Attendance
Processor
Has the ability to view all infotypes,
however has limited update ability.
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Integration With Other HRMS Components

B Personnel Time Recording
components are integrated with
other HRMS areas

B \When time is entered in CATS, itis
transferred to Absences (2001) and
Employee Remuneration Info
(2010) in an employee’s personnel
file. This information is used to pay
employees

B The transferred information is
directly pulled from HRMS during
the payroll processing cycle

Payroll
Processing

v

Time
Management

v

S
~

Personnel
Administration
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Personnel Time Recording Process Flow

Time Period Ends

-

Employee completes
and turns in time sheet

Enter time into HRMS? N

Yes

Yes

Multiple or changing Labor
Distribution (cost center)?

Agency-specific time
recording system

Gap 1

Time entered for
employees with
changing cost
centers
SOW-1

ZCATA Time
Transfer CATS to
HRMS

>

DOP Payroll run
begins and pulls
information from
infotypes 2001 and
2010

Payroll Processing
cycle begins

Time Entered for
employee with

na I static cost centers

SOW-2
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Managing Work Schedules

Upon completion of this section, you will be able to:

» Understand how work schedules are developed in
HRMS.

» |dentify available work schedules in HRMS.

= Complete a work schedule substitution to an
employee’s work schedule. . —
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Work Schedule Overview

B Work schedules are created when the Personnel Administrator
Processor completes the Hire Action (PA40)

B \Work schedules are created and maintained on the Planned
Working Time (0007)

[=
Infotype Edit Goto Extras Systern Help

& A H e DHEHE Bmmas | BE @
Display Planned Working Time (0007)

|:| l:l IE YWork schedule |

E3[EE = |[' Personnel No.! |40000235 Mame FHILLIPS MICHAEL
Find by | Fersarea [1110| Dept of Personnel EEGroup B | Civil Service Exempt
= @ Person PSubarea 0003 | Exempt EESubgroup (01 | Monthly(kt) OT Exe.. Status  Active
(B Collective search | gy 01/81/20068| To  [12/31/9999 Chyg. [81/21/2006 | TRANSPP

Bl Search Term
(Bl Free search

YWork schedule rule

Work schedule rule FLULL 5-85. M-F & hpd
1 E1I)| . : : =
Time hMMogmt status 9 9 - Time evaluation of planned times [
Fart-time employee Additional time (D DEII

YWy'orking tirme

Employment percent 100, 0O
Daily working hours 5.00
Weekly working hours 40 .00
ronthly warking hrs 174 .00
Annual waorking hours 2080. 00
Weekly workday's 5. 00
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Avalilable Work Schedules

I@'Hestrict Yalue Range (1) 53 Entries found

B There are more than 50
work schedules in HRMS

B Typically, the work
schedule is based on a 40-
hour week, but HRMS
accommodates non-
traditional schedules

» Rotating work weeks

= Altered work days (flex
schedules)

n 247

AR

=
BEEEEEEEE
ES grouping: 2
Holiday Calendar |D: &C
PS grouping: 10
WS r... |Work schedule rule text |PWS |Start Date |[End Date
FULL  &-8s M-F 8 hpd FOO1 01/01/1990 12/31/9939
ROO3  5-3s0 T-5t, 8 hpd PO03 01/01/1990 12/31/9999
ROOS  &-8s W-3n, 8 hpd FO0S 01/01/1990 12/31/9939
ROOY  5-8s. Th-M, 8 hpd POOY 01/01/15990 12/31/9999
RO09  5-8s. F-T, 8 hpd FO0S 01/01/1990 12/31/9999
RO711 5-85. St-W B hpd PO11 01/01/1590 12/31/9999
RO13  5-8s. Sn-Th, 8 hpd FO15 01/01/1990 12/31/9999
RO12  4-10s M-Th, 10 hpd PO15 01/01/1990 12/31/9939
RO1Y  4-10s T-F, 10 hpd PO17 01/01/1990 12/31/9999
RO19  4-105 W-5t, 10 hpd FO19 01/01/1990 12/31/9939
RO21  4-10s Th-3n, 10 hpd PO21 01/01/1990 12/31/9999
RO23  4-10s F-M, 10 hpd PO23 01/01/1990 12/31/9939
RO25  4-10s St-T, 10 hpd PO25 01/01/1590 12/31/9999
RO27  4-10s. 5n-W, 10 hpd PO27 01/01/1990 12/31/9999
RO30  24/7 M-3n, 24 hpd PO25 01/01/1990 12/31/9999
RO31  4-9s4 M-Th9 F4 FO31 01/01/1990 12/31/9999
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Change Work Schedule

B Short or long-term changes can
be made to the a work schedule
after it has been established

B As the Time and Attendance
Processor you can make short-
term changes to an employee’s
work schedule using a work
schedule substitution

B |ong-term work schedule
changes are done by the
Personnel Administrator
Processor or the Payroll
Processor using the Planned
Working Time (0007)

18



Short-Term Work Schedule Substitution

B To complete a short-term
work schedule substitution,
follow menu path: Human
Resources - Time
Management - Administration
- Time Data - Maintain

B You can also access the
transaction using the
transaction code PA61
(Maintain Time Data)

=
bWenu Edit  Fawvorites  Extras  System  Help

|@ PaET| Y| = NN s =

SAP Easy Access

[=][~]

I [J Faworites
= 1 SAP menu
> [J Office
I [(J Cross-Application Cormponents
I [J Logistics
> [J Accounting
== {33 Human Fesources
2 PPMDT - Manaoger's Deskiop
I (3 FPersonnel Management
= 23 Time Management
I [ shift Planning
= 21 Administration
2 PTRVY - Time Manager's Workplace
4 Time Data
! PAGT - Maintain |
PAST - Display
2 PAT1 - Fast Entry
2 PAGZ - Maintain Additional Data

= PTS0 - Quota Overview
I [ Time Evaluation
I (JwWork Schedule
I 3 Information System
I [J Tools
b [ Settings
I [ Environment
I [J Incentive Wages
B [ Time Sheet
(T Paryroll
(3 saP Learning Solution
(3 Training and Event Management
(1 Organizational Management
(1 Information System
nformation Systems
Tools

b
b
b
b
b

A

B
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Short-Term Work Schedule Substitution

=4
Time data Edit Goto Extras  Utilities  Settings  Systerm  Help

v 10 EH CEQ EHE DDODEHE B

Maintain Time Data

|| "} Personnelno. 40000235

@ ‘ List entry ‘ ‘EE Weak H Mlonth HEE ‘(ear‘
|

Find by Narme FHILLIFS MICHAEL
< @ Person PersArea |1110 Dept of Personnel EEGroup|B | Civil Service Exempt
I8 Collective search | pe o [9983] Exermpt EESubgroup |01 Monthiyi) OT Exe.  Status  Active
[ Search Term
[l Free search
WUGIARTNEERS,  Additional account assignments - Time quotas - Time management data |||
| =an Infutype text |E||_| Feriod
Absences <] | @Period
:Attendances E Fram |09/01/2010To  |B9/03/2010
| |Time Events | | OToday O Cur.week
| QA O Current month
Em OFrom curr date O Last week
_Availabilit\_,z O Ta Current Date (O Last manth
_Time [ O Current Perind O Current Year
_Emplwee Remuneration Info E ‘E TromeE |
]
Direct selection
Infatype Substitutions aly

Enter the employee’s
Personnel no.

Click '@ (Enter) to
validate.

YWiorking times

under

Enter the date (S)
that need to be

adjusted under| Period .

'n

Click |1} (Copy)
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Short-Term Work Schedule Substitution

=
Infotype  Edit Goto Extras  System  Help

o 0B ece CRE EE0s HE 0 B Verify the dates

Create Substitutions (2003)
|:||:| DE Perzanal work schedule | | Activity allocation || Cost assignment || External semvices |

I | I I | I:' Personnel No | 40000235 Marme PHILLIF..|Status Active
Find by || EE group B| Civil Service Exem.. Personnel ar 1110 Dept of Personnel
~ @ Persan WS rule FULL 9-85 M-F. S5M 500-10-1186 . SeIeCt the neW COde
% Colectve Search | From 09/81/2010[8) To  [89/03/2010
fdl Free search from the drop down
Subst. type o4 Substitution hours 0.oe .
| m list that reflects the
Individual warking time employees .
Time Previous day ht h d I
Daily WS class rl g SC e u e
.

Daily wark schedul . I
e owsgmprg [ B Click 8 (Save)

Daily W3 variant

Breaks
Work break schedule Il:UWork Schedule Rule (13 248 Entries found

15t break i

2nd break G A | IQUI

_~~ ESG |Holiday Cal...JPSG|WS r... [Work schedule rule text |PWS [Start Date [End Date

T e e 1 5C 10 FULL &8s M-F &hpd PO01 01/01/1990 12/31/9939
Wark schedule rule 1 BC 10 ROD3 585 T-5t & hpd PO03 01/01/1990 12/31/9999
1 5C 10 RODS 585 W-Sn & hpd PO0S 01/01/1990 12/31/9999

Holiday CalendarlD 1 5¢ 10 ROO7 58 Th-M, 8 hpd POO7 01/01/1990 12/31/9999
1 5C 10 RO09 &8s F-T,8hpd PO09 01/01/1990 12/31/9999

B EnEl e 1 5C 10 ROI1 585 SEW, 8 hpd PO11 01/01/1990 12/31/9999
1 5C 10 RO013 &8s Sn-Th, & hpd PO13 01/01/1990 12/31/9999

1 5C 10 RO15  4-105 M-Th, 10 hpd PO15 01/01/1990 12/31/9999

Different payment according q 5C 10 RO17  4-10s T-F, 10 hpd PO17 01/01/1990 12/31/9999
Position 1 5C 10 RO19  4-10s W-5t, 10 hpd PO19 01/01/1990 12/31/9999
wark center 1 8C 10 RO21  4-10s Th-Sn, 10 hpd POZ1 01/01/1990 12/31/9999
1 BC 10 RO23  4-105 F-M, 10 hpd PO23 01/01/1990 12/31/9939

_ 1 8C 10 RO25 4-10s SET, 10 hpd PO25 01/01/1990 12/31/9939
= 1 8C 10 RO27  4-105 Sn-W, 10 hpd PO27 01/01/1990 12/31/9939
1 5C 10 RO3D  24/7: W-5n, 24 hpd PO29 01/01/1990 12/31/9999

Day type 1 5C 10 RO31 4-9s/4 M-Th9,F4 PO31 01/01/1990 12/31/9989
1 5C 10 RO32 4934 M-Thg, Sn4 PO32 01/01/1990 12/31/9989

1 5C 10 RO33 4-9s/4; T-F 9, 5t4 PO33 01/01/1990 12/31/9999

1 5C 10 RO35 4-9s/4 W-5t8, Sn4 PO35 01/01/1990 12/31/9999
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Short-Term Work Schedule Substitution — Month

View

Time data  Edit Goto Extras  Utilities Settings  System  Help

& 3

TEHI@EQ 2R 8Do0 HE 20

Maintain Time Data

T Month

B Year

@ ‘ List entry | | |F Wask

-

= §% Person

i Search Term
[ Free search

I D

Personnel no.
Find by | Wame
PersArea 1110 Dept of Personnel
[H Collctive search PSubarea |0003) Exempt

E—
40000235
FRILLIFS MICHAEL

Working times

EESubgraup (21 Monthiy(M) OT Exe..

EEGroup |B| Civil Service Exempt

Status  Active

Additional account assignments - Time quotas  Time management data |||

LI

Infatype text |E| |_| Feriod
ANSENCES [4] Feriod
:Attendances E Fram (B8/01/20108To
| |Time Events || OToday O Curr.week
| [Qvertime QA O Current manth
| [Sunstitutions O From curr. date O Last week
| [Awvallatility OTo Current Date O Last month
_Time Transfer Specifications O Current Period O Current Year
_Emplnyee Remuneration Info E ‘E Chose |
[+]
Direct selection
Infotype aTy

Enter the employee’s
Personnel no.

Click'@ (Enter) to
validate.

Period:
Enter the date to be
adjusted.

To view the work
schedule clickl® month.
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Short-Term Work Schedule Substitution — Month
View

‘ =

&

Infotype  Edit Goto  Extras
&

List entry  System  Help

18 ea@ R SHo0 EE @M

Change Monthly Calendar (2051)

| Choose | |D Attendancesfabsences ||m Personal work schedule |

3

Find by

= @3 Person
fHl Collective search
fHl Search Term
fHl Free search

D]

Fersonnel No | 40000235 Mame PHILLIP.. | Status Active
EE group B| Civil Service Exem .. Persannelar 1110 Dept of Persannel
WS rule FULL 5-85. M-F. S5M ERE-10-1186
Start ogso1420100  To Og/30/2010
Monthly calendar
FOL LD Sunday Maonday Tuesday  Wednes. Thursday  Friday Saturday
o1 - 04 DEIEI’I DoE1 DoE1 OFF
A A A A
o5 - 11| |OFF DEE1 DEE1 DEE1 DoE1 DoE1 OFF
A A A A A A A
12| - 18] |DOFF DEE1 DEE1 DEE1 DoE1 DoE1 OFF
A A A A A A A
19| - |25| |DOFF DEE1 DEE1 DEE1 DoE1 DoE1 OFF
A A A A A A A
26| - 30| |DFF DEE1 DEE1 DEE1 DoE1
A A A A A
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Short-Term Work Schedule Substitution —

Month View

fonthly calendar
LD Sunday
- |04

FD
o1

bs| -

12| -

19| -

26| -

11

16

25

30

OFF

OFF

OFF

OFF
A

honday

boo1

Daal

Dol

Daal
A

Tuesday

bao1

Doal

bao1

Doal
A

YWednes .
DB

A
poo

A
poo

A
poo

A
Do

A

Thursday

DAE1

A
D61

A
DAE1

A
D01 |

A
DA

A

Friday

Doo1
A
boo1
A
Doo1
A
boo1
A

Saturday
OFF
A
UFF
A
OFF
A

A

Manthly calendar
LD Sunday
- |04

FD
01

os| -

121 -

191 -

26| -

11

18

25

30

OFF

OFF

OFF

OFF
A

hordasy

bam

[pJEleY

aJEleY

DA
A

Tuesday

Dom

boe1

boE1

[IJE]eY
A

Wednes..
pact [=)

A
Doaq

A
poeq

A
poet

A
poet

A

Thursday  Friday

DaE
A

Do
A

[RJEIeY
A

OFF
54

[IEEY
A

DoE
A
Do
A
[alaey
A
boE
A

B The Time and Attendance Processor makes any necessary changes to
any days on the employee’s schedule. In this example, the employee

B Enter any changes on the day(s) that need to be adjusted.

IS switching days off from Saturday to Thursday.

Saturday
OFF
A
UFF
A
UFF
A

bae1

SA
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Short-Term Work Schedule Substitution- List

Entry

B To complete a short-term
work schedule substitution,
follow menu path: Human
Resources - Personnel

Management-> Administration
- HR Master Data—> Maintain

B You can also access the
transaction using the
transaction code PA30
(Maintain HR Master Data)

[=
MMenu Edit Favorites Extras  System  Help

€ | Pazn al 48| & e

SAP Easy Access

CEEE R

(] Favarites
= Y SAP Menu

I [J Office
[> (7 Cross-Application Components
[ (7 Logistics
[ (J Accounting
=~ 23 Human Resources

2 PPMDT - Manager's Desktop

=~ &Y Personnel Management
= &9 Administration
= 23 HR Master Data

(2 PAAD -

Personnel Actions

| 2 PASD -
P20 -

mMaintain |

2 PA1D -
2 PATO -

Display
Personnel File
Fast Entry

25



Short-Term Work Schedule Substitution- List
Entry cont'd.

|EU

| @

HE master data Edit Goto Extras  Utilities(M) Settings  Systerm  Help

A HI€aQ SHE ahoan BE @

Maintain HR Master Data

(8]0 %) ) P

=

HR

&

¥ Personnel no.
IF_T‘II::; HHHHH FIITI L TRE kAT AL

master data Edit] Goto

Chver e

Maintain HR Mas

List entry

]

Find

Il
D)2 ]

Fersonnel no.

Mame FHILLIF> MICHAEL

SLLETILATNCE LILILLE S

Quota Corrections

Substitutions |

Fersonnel file

Shift+F8 Qﬁ][ﬁl%ﬁﬁﬁl

Planning data...

Back

F3

Extras UtilitiesiM) Settings  System  Help

|

(O From curr.date
O To Current Date
O Current Period

O Last week
) Last manth
O Current Year

Time Quota Compensation o ] |E| Choose |
Crertime [=]
Direct selection
i Infotype Substitutions STy

Enter the employee’s
Personnel no.

Click '@ (Enter) to
validate.

Recording

un d er E

Select Goto on the
menu bar.

Select List Entry
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Short-Term Work Schedule Substitution- List
Entry cont'd.

=
| Infotype  Edit Goto  Extras  System  Help u Enter From/to
|@ 21 1B 0@ CHE aNLD HE Q3 Date.
Maintain Substitutions (2003) _
— This may not
— exceed 15
| Personnel Mo | 40000235 Mame FHILLIF. Status Artive days
Find | EE group B| Civil 5ervice Exem.. Personnel ar 1110 Dept of Personnel .
v @ wsrule FULL 5-85 W-F.. SSN 500-10-1186 B Enter 04- shift
Substitutions SUbStItUtIOﬂ
Frorm [Ta |sub|ows |v|D|Grp [Stant [End  |Hours |start |End  [c|L]
01/01/2013 01/15/2013 04 DOOA 10 CHl Enter the Da”y
12/01/2012 12/15/2012 04 DOOA 10 N
WD 1y 94 /2012 1171542012 64 pao+ 10 N Work
REEEYERRE 11/23/2012 04 OFF 10 C  Schedule.

B Click¥ (enter)
to validate.

B Click® (save)
to save.
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HRMS Activity

Short-Term Work Schedule Substitution
Demonstration (Activity Guide Pg. 4)
Exercise (Activity Guide Pg. 6)

28



Review Questions

B When do you complete a work schedule substitution
using PA61?

B \What are two ways that you can complete a work
schedule substitution?

You can use Substitution (2003), or you can use the Month view
(PA61) to make the changes.

29
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Enter Time and Attendance in CATS

Upon completion of this section, you will be able to:

B Define new terms related to time recording
B Know the difference between positive (hourly) and negative-time
(salaried) reporting.
B Enter time and attendance in CATS including:
» \Wage Types (i.e. Overtime)
= Absences
= Labor Distribution (cost center allocation)

31



New Terms

B SOW-1 - Data Entry Profile used when the labor distribution needs
to be changed for an employee.

B SOW-2 - Data Entry Profile used when you need to enter an
employee’s time without changing the labor distribution.

B Negative-time reporting (salaried) Recording only exceptions
(i.e. annual leave, overtime) to a salaried employees work
schedule.

B Positive-time reporting (hourly) — Recording all hours worked
as well as all absences during the pay period.

32



New Terms cont'd.

B Wage type - Wage types separate amounts and time units for
various business purposes.

B Absence type — List of valid paid and unpaid absences.

B Absence guota - It is an employee’s entitlement to a certain
absence. Itis the amount of time allowed for an employee to be
absent from work, such as Annual Leave or Sick Leave.

B [abor Distribution — Where an employee’s time is charged.
Some employees may have one labor distribution, some may
have multiple labor distributions.

33



Time Recording Activity #1 Wage Types

Time and
Attendance
Processor
accesses CATS

Time and
Attendance
Processor selects
the assigned work
schedule, if
necessary

—

Time and
Attendance
Processor records
Wage Types

!

Time and
Attendance
Processor records
absences

-

Time and
Attendance
Processor enters

labor distributions

L)

Time and
Attendance
Processor saves
and exits CATS

34



Access CATS

There are two ways to
access CATS (cross-
application time sheet):

* Follow menu path:
Human Resources - Time
Management - Time Sheet
- CATS Classic - Record
Working Times

* Enter transaction code
CAT2 (cross-application time
sheet)

=4
| Ilenu Edit Fawvarites Extras System  Help

| & [& g Cae oM
SAP Easy Access
[~ [~}

[ (3 Favorites
= &Y SAP menu
[ [J Office

I [J Cross-Application Components
* (O Logistics
[+ [ Accounting
~ & Human Resources
2 PPMDT - Manager's Deskiop
[ [(J Personnel Management
~ £39 Time Management
> (O Shift Planning
I+ (3 Administration
I (3 Incentive Wages
~ % Time Sheet
= 23 CATS Classic
CAT3 - Display Working Times
CATZ2 - Record Working Times
Or SEMVICE PrOvI0er s
(3 Approval
(3 Information System
(J Transfer
I (J Tools
(3 Payroll
(1 SAP Learning Solution
(3 Training and Event Managerment
(J Organizational Management
CJ Information System
Information Systems
Tools

N R N R

Dvavvv

[
[
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Time Sheet: Initlal Screen

B Fields to complete:

= Data Entry Profile
= Key date

= Personnel Number

B Click 2] (Enter Time) to
access the employee
time sheet.

Note:

If the only visible field is Data
Entry Profile, make a selection
and click & (Enter). The
remaining fields will appear.

@

4
Time Sheet Edit Goto System  Help
1 0 QAR EAR ODOD BR QM

Time Sheet: Initial Screen

Data Entr

Data Entry Profile

ey date

S0 -2
(2/03/2009

State Of Washingtan - W/Out Financial Distributio

Personnel Selection
Personnel Number

40000173

COOPER KIRBY

36



ime Sheet: Data Entry View

Time Sheet Edit Soto Extras Environment Systermn Help
S S

0t ®9 | EE [E] G

Additional Fields

Personnel Murmber 40000179 COOPER KIREY Cost Ctr SO000EEE00 | DEFAUL..
Data Entry Period [ozs@1 /2009 - [Bzs15/z009] Week 05 2003 |
LT [as2  Jwa. . [Position  [mu [o2m1 Jozoz Jozas |ozao4 Jozos Jozos Jozor Jozaos |ozos Jozao JozAa1 [ozaz Jozas JozAaa Jozas
= H @ & E: E: 5 E: o @ & E: E: e E: o @
= H @ o @ o @ o o @ o @ o o @ o @
I o —
| [ Data entry wiew Ilﬁ'n Release view Il& “ariable views I Entry 1 of 2

37
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Enter Regular Working Time Hourly

Click the |=| (Matchcode) button in the Wage type field to open the wage

type selection list.

Hint: Click on the “Wage Type Long Text” header to alphabetize the list.

|II3'

Time Sheet

| @

Edit

Goto

Extras

Environment

oysterm Help

D dH @@ ERE f008 EHE @D

Time Sheet: Data Entry View

I@Wage Type (11 48 Entries found

40000178 COOPER KIREEY

FPersonnel Murmber

Data Entry Period

0z2/01 /2008

- |nzr15/2009 .. g

N ECOEEEEEE

WT |Wage Type Long Text

|start Date |End Date |

1055 Ad) to Gross not sukbj Ret
1056 Adjustrment to gross-all
1057 Shitt DE-var Amt-all agy's

Data Entry Area

1058 Shitt O Hrly all Agy's

LT a8, |wa. . [Position

[Mu |0201 |o202 o203 |0zm4 |o2os [

1060 shift df .20 for all agy's
1061 Supplerment shift df 1.00

H
H

o
E|

1062 Supplement shitt df 1.50
1063 Supplement shift of 5.00
1072 OT Shift DF Hrly all Agy's
1080 OT shift df .50 all
1081 OT shitt dr 1.00 all
1082 OT shitt df 1.50 all
1083 OT shitt df 5.00 all

a1/01s1200
a1/01/1200
a1/01/1200
oy/o1,2007
a1/01/1200
a1/01/1200
a1/01/1200
o1/01/1900
oy/o1,2007
o1/01/1900
o1/01s1900
o1/01s1900
o1/01s1900

1165 Frira nayv-anency35 103550 010151900

1200 Regular Working Time Hrly

fo1/01/1900

1203 CBU Meetings (Reps) Hriy
1204 Court - Work Related Hrly
1215 OT “ariable Rate

1225 Extra Hours Worked

1232 OT FLSA 1.9 All Ay
1235 OT 28day 86.9

o1/0141200
a1/0141200
a1/0141200
a1/0141200
a1/0141200
01/0141900

12431/99599
12431/99599
12431/99599
12431/99599
12431/99599
12431/99599
12431/99599
12431/9999
12431/9999
12431/9999
12431/9999
12431/9999
12431/9999
12£31/9999
12£31/9999
12£31/9999
12431/9999
12431/9999
12431/9999
12431/9999
12431/9999

M4 0215
Tl

A48 Entries found

o
g
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Enter Regular Working Time Hourly

Time Sheet Edit Goto Extras  Environment  System Help

v z aeaaa ODHE oDoan DR @m
Time Sheet: Data Entry View

Persannel Number 40000179 COOPER KIREY Cost Ctr 3000000000
Data Entry Period 09/01/2010/ - [B9/15/2010 Week 352010

Data Entry Area
AfS L Wa, |Position  |MU 09001 (0902 |09/03 |09/04 (0905 (0906 (0907 (0903

LT
= H
= H ] ] E| E| E| E| E| E| E| E| E| E|

09,08 0940 (0941|0942 (0943 (0944 (09415

1200 HR

B Enter the Wage type.
= Example: Wage type 1200 - Regular Working Time Hourly

Enter the MU (measuring unit). For Wage Types the measuring unit is HR.

u

B Enter the hours worked for each day.
- o
u

To validate entries click [@®[Check Entries).

Click & (Save) to save.




Display totals for wage types entered

B Check the box
to the left of
each wage type
to view

B Select &
(Detailed Time
Data) to display

B |f multiple wage
types were
entered, select

» | to display

next record

@

4

Time Sheet Edit Goto Eutras  Envronment  System  Help

Y. eae CHR D00 BAE | @m

Time Sheet; Data Entry View

B4 (09115

8 8

0 0
6.0 8.0

Persannel Mumber 40000127 SHIPMANN SARA Cost Ctr RAOACAARAD
Oata Entry Period 090142010 - |08/15/2010 Week 352010
EE. . .
Data Entry Are Details Edit Goto System ﬂel _—
o u
LTNA...Wa.e A H Q@@ 2 EE a3 &3 |
@ Time Sheet: Detail
g WD
120
| 123 Human resources
L ‘Personnel Number: 40000127 SARA SHIPRMARNN
Regular Warking Time Hrly

Cither

il it S E HE
Total g8.0

Target components

Human resources (HR)
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HRMS Activity

- i ". \ 2

Entering Wage Types and
Recording Overtime in CATS
Demonstration (Activity Guide Pg. 9)
Exercise (Activity Guide Pg. 11)
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Hourly Rate Per Assignment



Hourly Rate Per Assignment

There are two ways To access =

henu Edit Faworites Extras  System Help

Display HR Master Data @ AR YT
(PA20) SAP Easy Access

L) = E?|~E|§? v ||a

* Follow menu path:

= Y Favorites
Human Resources 9 PCO0 M99 PADS EMD - Human Eesource

Personnel Management - = <1 5Ar menu

.. : [ [T Office
Administration> HR Master [ (I Cross-Application Components
Data-> PA20-Display > (J Logistics

[ (3 Accounting
i =~ 2] Human Resources
" Enter PAZO into the 2 PPMDT - Manager's Desktop
command field. <~ &1 Persannel Management

= 1 Administration
= & HR Master Data
12 PAAN - Personnel Actions

) PASO - Raintain

2 PAZD - Displa




Hourly Rate Per Assignment

B Enter the Personnel =

HE master data Edit Goto Extras  Utilities Settings  Systerm Help

JH @ CHE DL (HE @®E

Number & :

Click [¥_ (Enter) to

Display HR Master Data

]2

Val |date | \L* [Personnelno. 40008127
Find by | Mame SHIPHANN SARA
< @ Persan Persarea 5400 Employment Security Dept EEGroup|@| Permanent
B Select the g ray box (R Collective search | o oo [96FT| Agencyvide EESubgraup |5] H-OT Elig-40hrsiwk  Status  Active
(o (Kl Search Term Jencyw Jroup ] J
tO the Ieft Of “_‘e"—"xEtIEIﬂS il Free search
R EENEEM. Payrall - Benefits . Time Recording . Addtl. Personal Data 10
to select — '
. . ! = Infotype text |E| |_| Perind
B Click [¢-(Display) to et ¥ ) | @psiod
. | |Organizational Assignment o @ From To
view | |Personal Data v | | OToday O Currweek
| Addresses 4 O Al O Current month
| |[Planned ¥¥arking Time v O From curr. date O Last week
| |Basic Pay v OTao Current Date O Last month
| ComiE BEmeiD v O Current Period O Current Year
_Date Specifications 4 E il e
Family/Related Person B | |
Direct selection
Infotype STy
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Hourly Rate Per Assignment cont’d.

B Employees position
number is located
under the
Organizational
Assignment Section

— Highlight and Copy the
Position Number

B Enter /INCAT2 In the
command field to
access CATS.

=

Infatype  Edit Goto  Eutras  System  Help

G

3 dEHCaQ CHEDDOD | HE @m

Display Actions (0000)

-
e
1]
WLy
o
=
=

_______________ 400800127

Find by

Mame SHIFMANN SARA

< @4 Person

[l collective search

[l Search Term
[l Free search

I D

PersArea |5400| Employment Security Dept EEGroup|@ Permanent

PSubarea |QOFT | Agencywide EESubgroup (05| H-OT Elig=40hrsfwk  Status  Active

atart 06/01/2006) to 1243173983 Chng 06/23/2006 |TRANSPP
Fersonnel action

Action Type LIk Current Conversion Active B

Feason for Action B0 Initial Conversion Active

otatus

Emnployment 3 Active E
Organizational assignment

Position 70075651 WS SPEC 3 PT

Personnel area 5400 Employment Security Dept

Employee group B Permanent

Employee subgroup 05 H-OT Elig=d0hraimk

Additional actions

Start Date |Act. |Acti0nType |ActR |Reasonfnr action

DEM1/2006 UK Current Conversion Active ao [nitial Conversion Active
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Hourly Rate Per Assignment cont'd.

B Fields to complete:
Time sheet Edit Goto System  Help

— Data Entry Profile @ 14H Q@R EHE fDLD BR @
(SOW-2) Time Sheet: Initial Screen
— Key date
— Personnel Number 5
ata Entry
Data Entry Profile 500 -2 state Of Washington - W/Out Financial Distributio
H Click “/ (Enter Key date 09/61/2010

Time) to access the

Personnel Selection
Personnel Mumber hooom1z7 SHIPMANN SARA

employee time
sheet.
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Hourly Rate Per Assignment
‘@Iime sheet Edit Goto  Extras  Enwironment  System  Help

| € 210 @0 EHE DDLD AR QE
Time Sheet: Data Entry View

R &7 =30 mE & @5 EE B EE D8] | Addtional Fields |[@]|/L
Personnel Number 40000127 SHIPMANN SARA CostCtr 5400000000
Data Entry Period 09/16/2010 - |09/30/2010 |@E| B week 37. 2010
Data Entry Area
LT |AA [Wa  [Position MU (09416 (0917 (09418 0919 [09/20 |09/21 |09/22 |09/23 |09/24 |09/25 |09/26
® H 5 8 @© @® &8 8 8 8 &8 @ 06
= H 0
1222 70075681 HR : 8 3
B Fields to complete: m To validate entries click ] a4 (Check
Entries)
— Wage Type .
_ Position number m Click (Save) to save.

- MU

— Hours worked
per date
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Salary Hours Override



Enter Salary Hours Override

B Fields to complete:

— Data Entry ‘@Iime Sheet Edit Goto  Systern Help

Profile (SOW-2) L9 200 eGe CHE D00 B0 O
— Key date Time Sheet: Initial Screen
— Personnel

Number Data Entry

Data Entry Profile S0l - 2 otate Of YWashington - W/OUt Financial Distributio
. ey date Uafe1 2012 @1
B Click[#] (Enter ]

Tlme) to aCCGSS FPersonnel Selection
the employee time | personnel number 40080176| | WELLS JANA
sheet.
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Enter Salary Hours Override cont'd.

=
B Enter Wage Type |

Time Sheet Edt Goto Extras Enwironment System  Help

1223 (Salary hours

override).

B Enter the MU = ‘HR".

B Enter the actual
hours available for the
pay period

B Click& (Save).

| & 1 dB|le@e SHER DD
Time Sheet: Data Entry View
HEREEEENEERE B CONEENERE RS
FPersonnel Mumber 40000176 WELLS JAMA, Cost Ctr
Data Entry Period 03/01/2012 - |B3/16/2012| |E||B| week

Diata Entry Area
B[ [asa. Jwa. [Pasition  [mufo3m1 [0302 0303 o304 Josos [o3me
& H 24 24 24 24 24 24
= H 0 0 0 0 0 0
1223 hr 96
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Review Question

1. When would a wage type be entered on a salaried
employee?

2. True or False?
When entering time worked for an hourly employee,
you can add all hours worked for the pay period, lump
them together and enter the total hours worked using

wage type 12007
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Time Recording Activity # 2 Absence Types

Time and
Attendance
Processor
accesses CATS

Time and
Attendance
Processor selects

Time and
Attendance
Processor records
Wage Types

—

Time and
Attendance
1 Processor records
absences

the assigned work
schedule, if
necessary

Time and

Attendance
Processor enters
labor distributions

Time and
Attendance
Processor saves
and exits CATS
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Access CATS

There are two ways to
access CATS (cross-
application time sheet):

» Follow menu path: Human
Resources - Time
Management - Time Sheet
- CATS Classic - Record
Working Times

* Enter transaction code
CAT2 (cross-application time
sheet)

=4
| Ilenu Edit Fawvarites Extras System  Help

| € [&T: T HIC8@ B M
SAP Easy Access

ME

[ (3 Favorites
= &Y SAP menu
I» (] Office

I [J Cross-Application Components
* (O Logistics
[+ [ Accounting
~ & Human Resources
2 PPMDT - Manager's Deskiop
[ [(J Personnel Management
~ £39 Time Management
> (O Shift Planning
I+ (3 Administration
I (3 Incentive Wages
~ % Time Sheet
= 23 CATS Classic
CAT3 - Display Working Times
CATZ2 - Record Working Times
Or SEMVICE PrOvI0er s
(3 Approval
(3 Information System
(J Transfer
I (J Tools
(3 Payroll
(1 SAP Learning Solution
(3 Training and Event Managerment
(J Organizational Management
CJ Information System
Information Systems
Tools

N R N R

Dvavvv

[
[
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Time Sheet: Initlal Screen

B Fields to =
. Time Sheet Edit Goto System  Help
complete:
P & al dE CG& S HE 048 EERE
= Data Entry Time Sheet: Initial Screen
Profile
= Key date
Data Entry
= Personnel Data Entry Profile S0M - 3 State Of Washingtan - W/OUt Financial Distri
Number Key date 08/01 /2010

Personnel Selection
Personnel Mumber EEIEIEIEIEEE NOWAK BARBARL

B Click 2l (Enter
Time) to access
the employee time
sheet.
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Enter Absence Types

Click the[sl (Matchcode) button in the A/A Type field to open the
absence type selection list.

Hint: Click on the “Att abs.type text” header to alphabetize the list.

III?Att..-“Ahsence type (21 116 Entries found

@ ol
Time Sheet Edit Goto Extras  Enwironment  System  Help Lo | e | | (8 | el | IQEI
PSG|A/AType| Att./abs. type text |start Date |[End Date
& apd SO SHE Do om0 sharedls ARIma U 01/01/1999 12/31/9993
10 9007 Shared Ly FMLA 01/01/1993 12/31/9999
Time Sheet: Data EI'ItI'y View 10 9003  “acation Leave 01/01/1993 12/31/9999
10 9004  “acation Leave FMLA, 01/01/1933 12/31/9299
S e _ 3 10 9005  “acation Ly Union Neg/Bus  01/01/1983 12/31/9999
- 10 9006  “ac Lvin liew of Sick 01/01/1993 12/31/9999

10 9007 wac Ly Inclem YWeather U 01701413593 1273179999

Personnel Mumber A0000222 MWOWWAK BARE oS 10 9008 Wac Ly On Time Loss L 01/0151999 12/31/9993
10 90049 Yac Ly Child/Elder Care 01/01/1999 12/31/9999
Data Entr-_.l.-' Period F8E1 20000 - (08 28 2010 @ Wied 10 9010 Assault Ly On Time Loss U 01/0141399 12/31/9993
10 9013 Misc L Life Siving 01/0141399 12/31/9993

10 9016 Comp Time Incl Weather U 01/01/1999 12/31/9999
10 2017 Comp Time Child/Elder Cre 01/01/1895 12/31/9999

Data Entry Area

10 9019  Exchange Time 01/01/1999 12/31/9999

= LT|NA...|Wa...|F‘Dsitiun g 10501 |DB£D2 |EIBf|33 |IIIBID4 |IIIBIEI5 |DE 10 9020  Exchange Tr Union Neg/Bus 01/01/1999 12/31/9999
10 9021  Inclement weather U 01/01/1999 12/31/9999

(& g 8 g g 8 |10 8022  Misc Lv Interview 01/01/1999 12/31/9999
B a a 0 q g |10 9028  Misc Ly Jury Duty 01/01/1999 12/31/9999
] 10 9024  Time Loss Injury Ly U 01/01/1999 12/31/9999
| 10 9025 LWOP OnTimeloss U 01/01/1999 12/31/9999

— 10 9030  LWOP Inclem. Weather U 01/01/1999 12/31/9999
10 9031  LWOP Military Leave 01/01/1999 12/31/9999

i 10 9032  LWOP Parental 01/01/1999 12/31/9999
10 9033  LWOP Other 01/01/1999 12/31/9999

10 9034 WO Unauthorized U 01/01/1999 12/31/95999

116 Entries found |

Note: Absence types followed with a “U” are to be used for
unplanned absences.




Enter Absence Types

‘ =

@

Time Sheet  Edit Goto Extras  Environment  System  Help

. q@@@@tﬁ}&ﬁ@@@@@@

Time Sheet: Data Entry View

Ackiions) Fields
Personnel Number 40000222 NOWAK BARBARA Cost Ctr 3570000000
Data Entry Period Oa/01 /2010 - (0841542010 YWeek al. 2010
Data Entry Area
=ILT |AMA. . [Wa. . Position (MU {0801 (08402 |08/03 |08/04 (0805 (0806 [0BA7 (0808 (0809 [0BA0 (08A1 (0812 [0BA3 (08414 |08A15
_{B H [ B N B g B (1 i B g B B N K f
_E H [ B N K f [ (1 i K f [ (1 i K f
] Q003 H B B
m Enter the A/A Type.
m Enter hours taken for the date the absence was used.
u Click] &8) (Check Entries) to validate entries.
m Click B (Save) to save
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| Received An Error... Now What?

Error Messages Resolution

“Enter amount or number” A wage type has been entered, therefore a
measurement unit (example HR for hours) must also be
entered.

“Unit not permitted” A unit has been entered for an absence type. Delete the

unit and save again.

“Attendance/absence The absence has been entered on a non-working day
XXIXXIXXXX during non-working according to the work schedule. The Time and
period” Attendance Processor will need to first

overwrite/maintain the work schedule then re-enter the
absence or attendance.

“Not enough Quota for attendance | The employee does not have enough hours in the

type xxxx” Absence Quota Bucket remaining to enter the absence.
“Enter relevant working time Hours have been entered without entering a wage type
attributes” or absence type. Re-access the transaction and enter a

wage type or absence type.

“Wage type XXXX not permitted A wage type was assigned that is not permitted for a
for EE subgroup grouping X (from | particular employee grouping or personnel sub area.
XXIXXIXXXX to XX/IXX/XXXX)” Return to the transaction and enter a valid wage type.
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Holiday Absence Type



Absence Type - Holiday

B Salaried employees with a valid schedule (excludes 24/7) will
not need to record holidays. A Holiday Schedule has been
established in the system.

H with a valid schedule (excludes 24/7) will
need to record holidays. The system will give a warning

message; you can override the warning by clicking the enter key.

W 24/7 Salary and Hourly employees will need to record the
holiday with the correct absence type. No Holiday Schedule
associated with a 24/7 schedule.
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Absence Type — Holiday cont'd.

B Hourly employees who receive a prorated holiday and/or
personal holiday:

= Agencies will have to manually track the work hours in both
halves of the month (1-15 and 16-31).

= Manually enter the holiday hours in CATS to the applicable
date for the legal holiday and/or personal holiday.

= The system will then automatically retro and pay on the 10t of
the following month.
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Holiday- Stopplng holiday pay

. TransaCtlon COde Tlme data Edit Goto Extras Utilities Settings  System  Help
E = £ 1 L
PAG61 in the @ 2 AH I AR ISHEB 880 BE @m

Maintain Time Data

Command fleld Enter | List entry | | Week || Mtanth || Year|

the employee,s f Personnel no.
Personnel Number Mame GOMWZALES ANTOMWIA

Fershrea 1400 Dept Revenue EEGroup |0 Perrmanent
B Clickl¥_ (Enter) to

PSubarea |Q00A | Agencywide EESubgroup (31| Monthly(M) OT Exe.. Status  Active

. Warking times Additional account assignments - Time quotas  Time management data ||, ]
validate.
— Infotype text |s| |_| Period
— Absences [+]| | @ Period
. SeleCt ”:]SUDStItUtIDHS | [Attendances @ From [1/17/72011 | To 171F 12011 d
| |Time Events || | O Today O Curr.week
B Enter the date of the Sl @7 @l
. Substitutions O Fram curr. date O Last week
h O I I d ay | chelehly O To Current Date O Last manth
_Til"l"lE Transfer Specifications O Current Period O Current Year
. _Emplnyee Rermuneration Info E |E ClEnss |
B Click O] (Create). &
Direct selection
Infotype STy
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Holiday- Stopping

B Fields to complete:

noliday pay cont'd.

otype Edit Goto Extraz Systern Help
I@ = dll@@&l@ﬂ%&ﬁl@@@@l@l@

Create Substitutions (2003)

I:H:I l:”ﬁ Fersonal work schedule | |Acti\tity allocation || Cost assignment || External semvices | @

— From and To date

— Select work
schedule*

— Day Type

B Click [9(Enter) to
validate.

GOMZALE.. | Status
1400 Dept Revenue
500-10-1022

Fersonnel Mo | 40000022

EE group 0| Permanent Fersonnel ar
WV'S e FULL 5-8s hF

From 0141772011 To 0141752011 I
Subst. type o4 Shift Substitution

ACtive

Substitution hours

.oo

Individual working tirme

Time
Daily WS class

[ Previous day

Daily work schedule
Daily work schedule
Daily ¥WS wariant

DWW'S grouping 10

Breaks
Work break schedule

1st break
2nd break

Paid
Paid

Unpaid
Unpaid

Wwork schedule rule

Wiork schedule rule doo

B Clickig (Save)to
save.

Holidary Calendar ID

Fersonnel number

ES grouping
FPS grouping

Different payment according to

Fosition
WWork center

Time

[IP. day

[y bvpe EIE |
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HRMS Activity

Enter Absences in CATS
Exercise (Activity Guide Pg. 14)



Time Recording Activity #3 Labor Distributions

Time and
Attendance
Processor
accesses CATS

Time and
Attendance
Processor selects
the assigned
work schedule, if

necessary

Time and
Attendance
Processor records
wage types

Time and
Attendance
Processor records
absences

!

Time and
Attendance
Processor enters
labor distributions

Time and
Attendance
Processor saves
and exits CATS
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Access CATS

There are two ways to
access CATS (cross-
application time sheet):

» Follow menu path: Human
Resources - Time
Management - Time Sheet
- CATS Classic - Record
Working Times

* Enter transaction code
CAT2 (cross-application time
sheet)

=4
| Ilenu Edit Fawvarites Extras System  Help

| € [&T: T HIC8@ B M
SAP Easy Access

ME

[ (3 Favorites
= &Y SAP menu
I» (] Office

I [J Cross-Application Components
* (O Logistics
[+ [ Accounting
~ & Human Resources
2 PPMDT - Manager's Deskiop
[ [(J Personnel Management
~ £39 Time Management
> (O Shift Planning
I+ (3 Administration
I (3 Incentive Wages
~ % Time Sheet
= 23 CATS Classic
CAT3 - Display Working Times
CATZ2 - Record Working Times
Or SEMVICE PrOvI0er s
(3 Approval
(3 Information System
(J Transfer
I (J Tools
(3 Payroll
(1 SAP Learning Solution
(3 Training and Event Managerment
(J Organizational Management
CJ Information System
Information Systems
Tools

N R N R

Dvavvv

[
[
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Enter Labor Distribution

. =4
H F|e|dS '[O Time Sheet Edit Goto  System  Help

complete: & A HCEQ SHE SDO0 RE @

Time Sheet: Initial Screen

— Data Entry @

Profile
_ Key Date Data Entry
Data Entry Profile S0 -1 state Of Washington - with Financial Distribution
— Personnel Key date 31/19/2011
Number

Personnel Selection

B Click 2| (Enter Personnel Number

hoooonzz GONZALES ANTOMNIA

Times).
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Enter Labor Distribution

B The following fields must

be filled in:

— Rec. CCitr

— RecCostObj

— RecFund

— Rec.FuncAr

— AFRS Project Structure
— AFRS Allocation

B Enter hours on each day the time is
recorded to that labor distribution.

B Enter the Wage and/or Absence
type(s).
B Enter the MU.

Click |8 (Check Entries).

| Time Sheet Edit Goto Extras Enwironment System  Help

| 140 a0 CHEB 000 BE @M

Time Sheet: Data Entry View

PersgnneINumber 10101010 NORTON, ADAM . Cost Ctr 22R00AAR00 | DEFALL .
Data Entry Period 10/@1 /2008 - 10/15/2008 YWeek 40 2008
YWorklist

Rec. CCtr |RecCostObj Receiver fund

|Receiving Func. Area

AFRS Projec. . |AFRS . |

(Dol

| Data Entry Area

B Click Data Entry Area

[EfRec. COtr  |RecCostObj  [RecFund  |Rec.FuncAr [aa, Jwa.. [Position  [AFRS Projec...[aFRS .. Jmu |
® H
& H
LTRRec. CCtr RecCostObj FecFund Rec. Funchr AdA . |WYa. |Position  |AFRS Projec.. |AFRS . IMLJ |
C] H
& H
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Enter Labor Distribution Override Hours

. FOI’ Salarled emp|0yeeS WhO |@Iime Sheet Edit Goto Extras Ersironment System  Help

need to report hours worked |@ " {B|cee SHE D000 AR QE
E’JIO ? dblffte'rent |ab(\’/{/ T Time Sheet: Data Entry View
Istrioution, US_e . age ype Sl EEIElE= Pl ) B2 of| | Additionsl Fields | ]/
1222 (Labor Distribution Gl |2 1
Overrlde Hours) Personnel Number 10101010 NORTON, ADAM . CostCir  |22600000800| DEFALL..
Data Entry Period 10/01/2008) - 10/15/2008 @I@ WiEek 40.2008

B The maximum hours that can
be entered using Wage Type | Vol o ” |
1222 |S the Scheduled hours Rec. CCtr |RecCostOhJ Receiver fund |Recew|ng Func. Area AFRS Projec...lAFRS...l

for the pay period. -

B Enter the total number of —
hours worked that need to be ||
reallocated, not by day.

[
® If multiple reallocations are e
necessary, then the total for  Grfecor [eccosy  ecrun  [eouneas [ATypelWa.. [Postion [AFRS Projec..|AFRS .. WU 1001 102 |
each reallocation should be ® W
entered. Z L g &
2250000003 225000135000 2250038000 2250300003000003 1212 225 Default 2000000 AR | 96. |
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Enter Labor Distribution — Copy Row

=
- | Tirme Sheet Goto  Extras  Environment  Swystem Help
W Enter firstrow of o= "= N LT L
. Cm
AFRS COdlng Time S Tirne Sheet Edit Goto  Extras  Ersironrment  Systern Help

3 dH @@ SRE SO0 FHE @ E

B Click box to left BYE)IE Time Sheet: Data Entry View

of first row to Persannel (g |&] (=] [=][©] ]
Data Entry
select. Personnel Nurmnber 40000222 NOWAK BARBARA CostCtr (357000000
e Data Entry Period 04/01/2012| - B4/15/2012 Week 13.2012
B Go to: Menu Bar Rec. CC
- . ] Wyorklist
SeIeCt Ed It/Ed It 1 Rec. CCtr |RechstOhj IReceiverfund |Receiving Func. Area AFRS Projec.. |AFRS ..
Row/Copy Row || |
B Make necessary | |
funding changes. l
. E1jD]
B Click Save to Zetalon
d EIE Data Entry Area
save recora. |®  BlT[Rec. cotr  [RecCostobj  |RecFund  |Rec.Funchr [asa Jwa . |Position  |AFRS Projec.. |AFRS .. MU
& @ H
:ll 1M |2 H
:l 14110080060 1116008000080 11160/ 0008 111000000E000060 1200 11100000000 1110000 HR
| 1110880088 11106600086E 1116610086 11100000000000AE 1200 11100000000 1110000 HR

Scenario:
You have employee who needs to report hours worked to multiple labor

distributions. Instead of keying multiple labor distributions, use the copy row

function to duplicate the coding. Be sure to enter the necessary funding changes

as well as the appropriate wage type 1200- for hourly employees or 1222- salary
hours override. 69



Review Questions

1. True or False?

The labor distribution entered in CATS overrides the labor
distribution assigned to the position?

2. True or False?:

Employees who have been assigned the 24/7 work
schedule, will not need to have the holiday absence type
entered on their CATS screen for holidays, as a holiday
calendar has already been created?
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Time Transfer from CATS to
HRMS



ODbjectives

B Upon completion of this section, you will be able to:

— Describe what happens to information after it is entered in
CATS

— Understand how time transfer fits into the overall payroll
processing flow
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Time Transfer Overview

B \When time Is entered into CATS it remains Iin the
CATS database until it is transferred to HRMS using
a ZCAT transaction

B Once the ZCAT transfer is completed, the time

Information populates infotypes 2001 (Absences)
and 2010 (Employee Remuneration Info) in HRMS

CATS

IT2001

- IT2010

_

Payroll

Note:

IT2001 is your Annual Leave, Sick leave etc.
IT2010 is your Overtime, Assignment Pay
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Access Time Transfer

To begin the Time Transfer = | |
henu  Edit Fawvorites Extrazs  System Help

m Enter the transaction 3 A H [ ©@ |

command field. B | B | & B2 [+][«
m Click [¢_ (Enter)

< &Y Favorites
FCOD M93 PADS EMD - Human Resource
= 21 SAP menu
> [ Office
(] Cross-Application Components
(] Logistics
(3 Accounting

...................................

(3 Information Systems
(] Tools

T T T v T
L
-
=
ol
=
A
(o
n
]
=
1
[y
(o
n

74



Time Transfer

m Verify v

checked

Initial Transfer |S

B Enter Personnel number

under

Data Selection for Initial Transfer

B Enter dates for current pay

period.

B Clicki&

(Execute) to

execute the time transfer.

|E7

B

Program Edit Goto System  Help

JTH @a@ BHE D048 HE @

Transfer Time Data to HR Time Management

el

Processing Cantral

Date

to

Customer figld

to

Wode @ Backgr OFare O Etror O Dirert
o Initial Transfer Repeat Transfer | Trangfer/Delete |
Delete Only Lack/Unlack
Data Selection for Initial Transfer
Personnel nurmber E‘) to

o]l

Infatypes
[v] Attendancesfabsences
EE remuneration info
[v] Substitutions

Other Data
[w] Dutput log
[]Send mail

Transfer Time Data to HR Time Management

][ 1] 1] ] 2] ) ) ) ) ) ) [ o ][ v ][

Statistics:

Mumber of unsuccessfTul postings: 0O
Mumber of data records read: 6
Mumber of successful postings: 6

£y Cxd Fers.MNo. Start Date AMAT

¥pe Hours Croy WT Number THU Amount Type Mumber

Message
Ccca 40000225 0370272009 9003 10, 00 oo 1
Oecom 40000225 03/0372008 9003 10, 00 oo 2
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Review Questions

1. Which infotypes store the time data that is
transferred during the ZCATA or ZCAT6 Time
Transfer Process?

Absences (2001) and Employee Remuneration 2010

2. True or False?
Agencies must complete a time transfer prior to the
first payroll day?
False! DES runs the time transfer automatically

during payroll processing, however agencies can
complete it manually if needed.
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Helpful Tips



Tip # 1 Fast Entry of Same Absence Type

| =y
Time Sheet § Edit §Goto Extras  Environment  System Help
1. Enter the
: Ab t |® Chooge 2 [BHE Do HE
sence ype - Edit Rows |
4
and select the Time Shel e = =
Sor - Bl  Addi
row ] Find Cti+F |
Fersonnel Num_ Propose Times *  Target Hours Ctrl+F12
2. Fromthe Menu  DataEniryPeri o e e Cirl+F6 | Distribute Hours Ctrl+Shift+F1
bar: Select Ed”: Reset Entries Ctrl+F 11
Data B A Totals Row On/Off F&
—~ Propose BILT[&/A Wa et Hours oniOf = 18 [o7nelori0 Jove Jovs22 Jorszs
T|meS 9 Target @ Weekdays On/Of Fao d d g
% 10 0
HO urs Days Off On/Off Ctrl+F10
|= Cancel F12

Tip:

Use the fast entry of same
absence type for employees
who are or will be on an
extended absence.
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Tip # 1 Fast Entry of Same Absence Type

[&
Time Sheet Edit Goto Extras Emvronment  System  Help

v :| [B]ece cae voo0 20 OB

Time Sheet: Data Entry View

ElAdk [ 1 Ao i

| Persannel Number 40000134 KENNEY ALEX CostClr 5400000000 DEFAUL.
Data Entry Period B7/16/2003 | - |07/31/2003 Week 29,2003

Data Entry Area
EALT | AGA [Wa... |Position MU 076 (O7AT7 \07A8 [D7N9|0720 07221 (07722 \O7A23 \07R4 (0726 (07726 (07727 07728 (07729 \O7A0 (07431
0 H 5 & © 0 & 8 8 & 8 0 O 8 & 8§ 8
_E H 5 & ©0 0O & 8 86 4§ 8 0O O 8 & 8§ 8
_| 3003 H B8 5 8 8 8 8 B &8 8 8

3. Check|a®| (Validate) to validate your entries

4. Check H (Save) to save.



Tip # 2- Determine when an absence quota was used

Transaction code PA20

(DISplay H R MaSter |E:'HE master data Edit Goto Extras  Utilities Settings  System  Help
Data |& D i e@e CnE nnae OE @B

Display HR Master Data

Enter the employee’s %2

P I no.
Personnel no. e e
@ = @B Person
1 Call
Click (Enter). e
{Hl Free
Select the Time F!El::l:lrdir'ug Basic Personal Data ll FPayrall i EEEEs © Time Recording Addtl. Personal Data ||| DE
[ «dlv]
| Infotype text [E]l 1 [Period
Select | ||_|ﬂxtIISEHEEC!UDtES _ = |l [Pranned working Time [+]| | O Period
= = ADSENCES @ Fram To
] ] EE ' Absence Quotas: 7| OTaday O Curr.week
Select All in the period ||| ensinces @Al ® o i
_Attendance Quotas O From curr.date O Last week
. . HIE list Cuota Corrections O Ta Current Date O Last manth
CI ICk the (Ove rVIeW) Mame _Slubstitutiuns . | | O Current Period O Current Year
|Con _8:;1?;;0@ Compensation % |E Chonse |
Direct selection
Infatype STy

80




Tip # 2- Determine when an absence quota was used

=4

Infotype  Edit  Goto

V]

Extras

2 dH @@ BEE ahan BAE Qo

oystern Help

Overview Absence Quotas (2006)

Choose

k

Find by |

< @ Person
[ Collective search
fHl Search Term
fEl Free search

Personnel Mo.
PersArea | 3013 Yakima Valley School
PSubarea |Q0JA | Institutions

4000017¥

Mame

CRUISE THOMAS
EEGroup |0 Permanent

EESubgroup |84 M-OT Elig=Daily Sche Status  Active

Choose  |[31/81/1800 TD 12/31/9859 aTy.
Absence Gluotas
start Date |End Date |ﬂ« |Gunta tet |Start ded |End ded. Mumber Deduction
10/01/2008 10/31/2008  305ick Leave 10/16/2008 12/31/93359 8. 0onon 0. BE000
- |ivo12008 10/31/2008  31Annual Leavervacation 10/16/2008 12/31/93359 10. BA00D 0. BE000
- |owoi2008 09va0/2008 A0Sk Leave 09/16/2008 12/31/3993 8. 0onon 0. BE000
- |owo12008 09sa0/2008  31Annual Leavervacation 09/16/2008 12/31/3993 10. BA00D 833052
| |os12008 08/31/2008 A0Sk Leave 09/01/2008 12/31/3593 8. 0onon 0. BE000
(3/01/2008 08/31/2008 = 31Annual Leavevacation 09/01/2008 12/31/3593 10. BA00D 10. 80000
07/01/2008 07/31/2008 @ 30Sick Leave 07/16/2008 12/31/3593 8. 0onon 1.32608

m Select the grey box to left
m Select to display
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Tip # 2- Determine when an absence quota was used
cont'd

|II3' B

Infotype Edit | Gotol Extras  System  Help

| & PHE D00 BE @
Display Abs
I:H:H:I I:I inmdl qoistics snecs v [ allocation || Cost assignment || External services | I:l
Deduction Ctil+Fa ]II?DiSpIaj,r Quota Deduction
Find by (][ & Z]E ][z 0] 2] )]
= @0 Persan Back . lpate ITtext  [aaty |DeductionfUnit | 15 active
[Hl Collective search [ Ra/01/2d D9/12/2008 | Absences 9003 3.33052 Hours | o
(R} Search Term 09/29/2008 Absences 9003 666945 Hours

fHl Free search

Absence guota
Categary

----- Time

Gluota numiber
Deduction o. oooan
Deduction from
Deduction to

m Go to the Menu bar select Goto/Deductions

m Display when the absence was used
m Write down the days leave was used
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Personnel Time Recording
Reports



Reporting in HRMS

B HRMS integration provides
the capability to run reports
within Personnel Areas
(agencies or sub-agencies).

B Generating reports allows you
to process information quickly
to support decision making.

B Ability to export and
manipulate “real-time” data.
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HRMS Reporting - Transaction Code Map

-

HR = Human Resources

|

e e
Z HR _ RPT TM 084

LWFJ k__“f__J &__WF__j

| | |

“Z” = Custom “RPT” =Report Report GAP #

The Transaction Code
used for this example
Functional Area is the Attendance
System Change

Report. J

Functional Areas:

PY — Payroll

PA — Personnel
Administration

OM —
Organizational
Management

TM — Time
Management

BN- Benefits
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Display Working Times Report

B The Display Working Times report displays all
absence types and wage types that have been
keyed into CATS

B Refer to the OLQR User Procedure: CATS Display
Working Time

B Access the Display Working Time Report using the
transaction code: CATS_DA.
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Display Working Times Report cont'd.

=
| Program Edit Goto Systern  Help
| & 2 JH Q@R ISBHE nnan BE QR

Displayorking Times [ | FI el d S to com p I ete

|<> OrgStructure || < Search Help |

Period

Reporting Period [V Current vear g | — RepO rti ng Period:

Selection Criteria

Personnel Numoer Select the desired
Ernployment Status . .

Comany Ca: E reporting period.

cost center [ Choose Selection Fields ) . ]

p— e . — Selection Criteria:

Selection of Time|  Selection options Selection fields

i. - Selection options [ ] Selection fields R[] Enter the Personnel
T;S'\;'t?;v;pe Personnel Area [] |Persannel Number [+]

Task compon||_|PEFSCNNEl SUBarea ] | |Employment Status [+] Number.

Activity Type Ermployee Group — Company Code = | "

Sz, [y g Employee Subgroup Cost Center " SeleCt the ’

Aft fAbsence L T —] . .,
o | (Selection Fields)
Display Unit/ Usiness Area ||

Mumber (unit) Legal Persaon tO add more SearCh
Processing st = | - -

Short Text a"‘frD” %rea — Crlterla

Controlling Area

T |

= Organizational Unit B = Select Personnel
| Supervisor Area

Adrministrator Group E El Area

Output . Bl

Comversion t Personnel Administrator < [+]

Layout

[1Document F

Selection: 4
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Display Working Times Report cont'd.

=
| Program Edit Goto Systerm Help

B Select the | & 20 eee DHE anon Bl @@

Display Working Times

(Dynam|c SeIeCt|OnS) @[Io OrgStructure || < Search Help |

= FPeriod
ICon Reporting Period Y Zurrent Year et

Selection Criteria
FPersonnel Mumber

B Select the

Company Sode

Administration Info. EEEIC)

Cost Center

|o]5] 0] o]'0]

fOIder I= Dynamic Selections

= &3 Administration Info. Dynamic selections
Crested on -
Time of entry Administration Infa.

— Select options to Created by Created on to

Last change Last change m

i Time of last change
f| |ter by Changed by Approval date to

olole

Approved by

- CIle I'El (Save) to [E Approval date
Feason for rejection
save.

(3 Logistics Data

(I HR Data

(1 Technical Data

(3 Other Data

(3 Default values (IT 315)
(3 Target Work Time (1T 7)
(I Pers. Mo. by CCtr Groups

e e o

B Click @y (Execute).

| b Copy Selected ltems || i Delete Selected Objects || Single Walues Only || Hide Field Selection |

| IO OTITETIC T Ty A Ty =1
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Display Working Times Report cont'd.
@'1Hn§m mystem  Help

N 118 €00 DHKE 0000 B OF

Display Working Times

B FEHBEEERERERIEE FEERIRIEE
Empl/apnlname " PersNo | Date |Status(F/S=  Mumber|MU\&/ATyne Created on | Time | Created byLast change |Time  [By Anpr by [Gen. date

DE

PHLLIPS MICHAEL 40000235 10/14/2008 ﬁ 5 H 9061 10M152008 111150 00881367 10A52008 111160 00581367 00581367 1041572008
I1DI1DI?DDB § & B H 9003 09012010 091640 KELLYW 09012010 091640 KELLYW KELLYW 090172010
NIV EE R i ,IE{ OH T [Nl T In i [N (NI G TN [T i e T ] Lt JIL= e s e e ey
= Document Flow
FEEBREEE
Date | status{ Number|mu|Status | Created on | Created by|Last change |By |Gen. date  |Appr. by [Doc. Mo Trans.
10102008 = 8 H |Approved 02/01/2010 |KELLYWY  09/01/2010 | KELLYWY 02/01/2010  KELLYW |117581 HR
= 2 H Cancelled 10/13/2008 (00281367 [10/13/2008 |0D05281367 10132008 00581367 99820
Tip:

Double chick on # to display changes made.
Click on the [7(Time Entries) to access the employee’s
CATS screen. ”



HRMS Activity

Run Display Working Times Report
Exercise (Activity Guide Pg. 17)



Leave Activity Summary Report

B The Leave Activity Summary Report displays leave balances
and the monetary value, as well as, the number of
employees who automatically accrue leave.

B This report also displays the number of employees who are
on Leave Without Pay (LWOP), number of LWOP hours
reported and calculates percentages of leave usage.

B Access the Leave Activity Summary Report using the
transaction code ZHR_RPTTM398.
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Leave Activity Summary Report cont'd.

4

V]

Fragram Edit Goto System  Help

10 QEQ BRE D000 HE @B

Leave Activity Summary Report

Selections from

|

E

aearch helps

9

Org. structure

Key date

@ Today
O Other keydate
Key Date

Selection

Personnel Number
Personnel area

Personnel subarea
Employee graup
Business area
Organizational unit

Time recording administrator

[zlslclslcls]l=]

fJuota selection

Quota type
Deduction Period

01/01/1600

to

1243179988

B Fields to complete:

Key date — enter the date range
for the time period you want to
report on.

Selection — enter an employee
personnel number in the
Personnel Number field.

Quota Selection — enter a
Quota type selection or leave
blank if you want to capture all
Quota types. Enter a Deduction
Period.

Key Date for Deduction
Key Date for Entitlement

B Click @ (Execute).
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Leave Activity Summary Report cont'd.

=
| List Edit Soto “iews Settings

le

Systerm  Help

dH I @@@&  BEOE s asn  EE @0

Leave Activity Summary Report

State of Washington - HRMS _
Leave Activity Summary Report I= Details
Program: ZHR_RPTTMI98 Group description Cell Content |
E::_: TIDE;E'ETESJDE: Eegin halance Hours 264 .80
Period: 0%/01/2008 thru 09/30/2008 Business Area Text Department of Per...
_ : Earned hours 8.00
Quota Ty§§|n Elegzlgdt?sluah Earr‘leda-hDDDuh Tal«{e:u_ Personnel Area 1110
im 30 = 264.80 = 8.00 - 19 Taken hours 17.00
31 193.77 10.67 19 Personnel Area Text Dept of Personnel
I, 31 = 19377 = 1067 = 14
4o & 00 o.oo d Personnel Sub Area Qoo
o, 42 - 8.00 - 0.00 - q Personnel Sub Area text Non Represented
o rersennelAreall..tn 48257 **  laer .. a4 Organizational Unit 30000437
Qrganizational Lnit text ORG & EMPL DEY. .
Ending Balance hours 255 .80
. . Time Administrator OAF
CI|Ck oNn & for a deta”ed Time Administrator text HRDS ADMINISTR...
. Nurmber of EE per time admin 1
view Of the report Quata Type text Sick Leave
Begin balance value 743875
Earned walue 224 74
Taken walle 477 56
Ending Balance value 718592
[ 1D

[4]
[+]

[ ]]

Re|= Ending Ball

oo
o0
oo
o0
oo
Q0
Q0
o0

255.80

- 255.80
185 .44

- 188.44
5.00

= 8.00
== 452.24
=== 452....
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HRMS Activity

Run Leave Activity Summary Report
Exercise (Activity Guide Pg. 19)



Attendance System Change Report

B The Attendance System Change Report displays all
employees who had attendance activity during the
selected reporting period. This is a monthly quota
balance report per employee

B Refer to the user procedure Attendance System
Change report on the OLQR

B Access the Attendance System
Change Report using the
transaction code ZHR_RPTTMO084




Attendance System Change Report cont'd

=
| FProgram Edit Goto  Systerm Help

B Fields to complete: £ 2

Attendance System Change Report

P e ri Od Selections fram || o Search helps I = Org. structurs I
Feriod
O Today O Curren t month O Current year

— Personnel area B O From e

— Personnel Number D
Personnel Mumber | [ =]

— Quota type [ £
. Fersonnel area 1110 I 2

(O ptl O n al) Employes groupbd %

— Deduction Period Dusness area z

Quota selection

. Verify ‘W Dnh'l EES Wlth SElEEtEd quutas g;saiizieperiod 1040142008 FI'DD 101572008 .
IS checked

|¢ Only EEs with selected guotas || All selected EEs I

Only EEs with entitlerment

B Click @ (Execute)to
generate the report

Data format
Layout

Additional Data

Field Selections I
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Attendance System Change Report cont'd

=
| List Edit Goto ‘iews Settings Systern Help

1@ 2 00 e SHE D000 BN 0

Attendance System Change Report

Period:  05/16/2010 thru 05/31/2010
EE Group Text

EE Sub Group Text

Personnel|Name | Quota Type Quota Type Teit Sereonnel Nurmbar
40000235 PHILLIPS, MICHAEL a0 5ick Leave 2o

40000233 | PHILLIPS, MICHAEL 31 |Annual LeaveM/acation e

40000235 |PHILLIPS, MICHAEL 42|Personal Holiday - Shift Ssinn

Position Abbreviation

Click on & for a detailed view oo

of the report. Joh Abbreviation
Quota Type

Cluota Type Text
Leawve Accrual Date
Beginning Balance
Adjustments

— ' -

. III?’DetaiIs

State of Washington - HRMS

Group description Cell Cantent
Attendance System Change Report = - ies come 10
ReportID: ZHR RPTTHM084 gersurmel Sub Area Text Exempt

g Linit 30000492

User: ~ KELLYW Org Unit Abbreviation AA
Run Date : 09/01/2010 .

EE Group B

Civil Service Exernpt
Monthly(h) OT Exem|
40000235
500101186
PHILLIPS, MICHAEL
70005872

0131

50003259

B2850

30

Sick Leawve
05/22/2010
72522000
16.00000

A

C 0]

|[4][]

[«[]E

urn..| Ending Bal

00 | 741.22000
1000 | 183.76679
oo 1.00000
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HRMS Activity

Run Display Attendance System Change Report
Exercise (Activity Guide Pg. 21)



Summary

B Throughout the course, you have learned:

How Personnel Time Recording fits into HRMS
and the Payroll Process

When and how to make a short-term change to
an employee’s work schedule

How to enter wage types in CATS
How to enter absences in CATS
How to enter labor distribution in CATS

How to perform a time transfer from CATS to
HRMS

How to view time data using reports
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Resources

B The following resources are available for your use:

— DES Service Center— (360) 664—-6400
» ServiceCenter@dop.wa.gov

— The On-Line Quick Reference
= http://www.hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx

— HRMS Resources
= http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/HRMSResources.aspx

— Office of Financial Management
= http://ofm.wa.gov
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http://www.hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx
http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/HRMSResources.aspx

HRMS Support

HRMS Support

Payroll Calendars & Schedules
Training

On-Line Quick Reference

FPayroll - HRMS

»

oLy -Tednle ol R LINAWEN Topic Index A-Z | Forms | Publications | Calendar

H Washington State
Dapartment of Personnel I I @

Hom+e = Payroll = Human Rescurce Management Systemn > HRMS Support Print FFiEI‘IE“:-{

HRMS Support

The Human Resource Management System (HRMS)
is the enterprise HR. and payroll system for

Related Links

Washington State government. HRMS captures and HEMS Service Level
distributes statewide personnel, payroll, and financial Aqreements

data, and produces paychechks for approximately

70,000 employees in more than 100 agencies. Contact Us
Supporting HRMS, and the other systems, software I60-664-6400 or E-Mail

applications, and activities that work together to pay
employees, coordinate benefits, and foster strategic
planning, is a key function of the Department of Personnel.

We hawve the skills, knowledge, and commitment to offer first class customer service,
training. online help documentation, communications, and security solutions to help

Wou,

our users. understand and perform your work. Whether wou are trying to complete

a complex payroll action, run a report for yvour business needs, or just want to search

for information online, we can help!

Message Center

Payroll & Financial Errors

HREMS Training
Business Intelligence Training

1ISD Help Desk
On-Line Quick Reference

Personnel/Payroll Association

Security

Updated: Q37609

Address:

http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/default.aspx/

State of Washington
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Question and Answer
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Training Evaluation

B Please take a few minutes to complete the course
evaluation and participant assessment prior to
leaving.

Thank you for
your participation



