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Date Name Change Description
9/7/2007 Kelly Welsh Initial draft
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Purpose
Use this procedure to enter wage types in CATS to record an hourly employees time worked
for the pay period.

Trigger
Perform this procedure to enter hours worked by hourly employee.

Prerequisites
e The employee must exist in HRMS and have valid Planned Working Time (0007)
established.
Transaction Code
CAT2

Date Procedure Update Log

9/7/2007 Created

Helpful Hints

e Time reporting for hourly employees is known as Positive time Reporting. All hours
worked, as well as any absences during the pay period must be entered for the
employee to be paid.

Note: If the employee works more hours than the available hours in the pay period and is

not to receive overtime pay, use wage type 1225 (Extra hours worked). This wage type pays
straight time. If the employee is to receive overtime pay for the extra hours worked, use wage
type 1223 (OT FLSA 1.5 All Agy.)

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:

Message Type Description

Error a

ﬁ Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to proceed.

Warning

® Action: If an action is required, perform the action. Otherwise, click

Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

& (Enter) to proceed.

Confirmation @ )
Example: Save your entries.

o or & Action: Perform the required action to proceed.
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Procedure

1. Start the transaction using the transaction code CAT2.

Time Sheet: Initial Screen

1 Help

ald B ISCEaIEMHE SN A8 EER @ -
Time Sheet: Initial Screen
7 &

Data Entry
Data Entry Profile | Eﬂ State Of Washington - WiOut Financial Distributio

Key date 09/06/2007

Personnel Selection

Personnel Number

[ | RTO (1) (524) ssvaphrirde | INS

@ The first time that you log into CATS for the day, the data entry field may be the only
field visible, to display the rest of the fields, enter a data entry profile (SOW-1 for
changes to the labor distribution, or SOW-2 for data entry without labor distribution

changes) and click ﬁ (Enter).

Note: A Labor Distribution is where an employee’s time is charged. Some employees may
have one labor distribution; some may have multiple labor distributions.
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2. Complete the following fields:
Field Name R/O/C Description

Data Entry Profile R |This profile is used to pull employee time data for time
recording purposes. Use SOW-1 for labor distribution
changes and SOW-2 for data entry without labor distribution
changes.
Example: SOW-2

Key date R The date in which time will be entered for. Enter the first day
of the pay period.

@ This field will default to date of entry date.

Example: 9/1/2007

Personnel Number R The employee’s unique identifying number.
Example: 134907

Time Sheet: Initial Screen

Time Sheet Edit Goto Systern  Help

2ldH  €E@  SHEIEDL2 EER @M
Time Sheet: Initial Screen

&

Data Entry

Data Entry Profile S0W-2 State Of Washington - WiOut Financial Distributio
Key date a/1/2007] [

Personnel Selection

Personnel Mumber 134907 DRIVER JAMESSAT

3. Click (Enter Time) to open the Time Sheet: Data Entry View Screen.
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Time Sheet: Data Entry View

@ BB Cae BHE DDLD HE @
Time Sheet: Data Entry View
EREAFEIoBn @ 4ol EHA B oEE D S| Adtonal Fied & @

Personnel Number 134907 DRIVER JAMNESSAT Cost Cir 11100600800
Data Entry Period 09/81/2007 - 09/15/2007 Week 35.2007

Data Entry Area
|@LT AA . |Wa.. |[Position (MU (09/01 |09/02 09/03 [09/04 |09/05 (09406 |09/07 (09/08 |09/09 09/10 |09M11 09/12 (0913 [09M14 (0915
| ) H o 2] g 2 2 8 g ] 2] g g 2 2 g a
= H o o o 8 e 8 o e 8 o e e @ @ o
=
|

KR [

| Data entry view ||£‘ Release view ||Ei Variable view |Ent’y1of3

@ The timesheet defaults to the current period. If you need to enter in a different
period, click on the E| (Previous Screen) to display up to two pay periods in

the past, or click on @ (Next Screen) to display up to two pay periods in the
future. If you need to enter time further back than two pay periods, you will
need to enter a new Key date on the Time Sheet: Initial Screen. See Step 2.

@ The first gray row in the Data Entry Area shows the employee’s available
hours based on his/her assigned work schedule during the period.
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@ The second gray row in the Data Entry Area shows the sum of the hours

entered for absences and attendances. Wage type hours enter do NOT
display in this row.

4. Complete the following fields:
Field Name R/O/C Description
Wage type R This is an object in Payroll and Personnel Administration

which stores amounts or time units that are used to calculate
pay and deductions, store results, and determine statistics. It
separates amounts and time units for various business
processes. It enables the system to process amounts and
time units in different ways during the payroll run..

Example: 1200 (Regular Working Time hourly)

5. Click [ﬁ' (Matchcode) to open the selection list.
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Wage type (1) 48 Entries found

Wage type (1) 48 Entries found

Restrictions |

v B |H B =2
WT |Wage Type Long Text |Start Date |End Date

1058 Shift Df Hrly all Agys 071012007 12/31/9999
1060 shift df .50 for all agys 01/011900 12/31/9999
1061 Supplement shift df 1.00 01011900 12/31/9999
1062 Supplement shift df 1.50 01/011900 12/31/9999
1063 Supplement shift df 3.00 01/011900 12/31/9999

1078 OT Shift Df Hrly all Agys 07/01/2007 12/31/9999
1080 OT shift df .50 all 01/011900 12/31/9999
1081 OT shift df 1.00 all 01/011900 12/31/9999
1082 OT shift df 1.50 all 01/011900 12/31/9999
1083 OT shift df 3.00 all 01/011900 12/31/9999

1165 Extra pay-agency3510/3530 01/01M1900 12/31/99949
1200 |Regular Working Time Hrly |D1m1f‘|900 12/31/9999
1203 CBU Meetings (Reps) Hrly  01/01/1900 12/31/99949
1204 Court - Work Related Hrly 01/011900 12/31/9599

1215 OT Variable Rate 01/011900 12/31/9999
1225 Extra Hours Worked 01/011900 12/31/9999
1232 OT FLSA 1.5 All Agy 01/011900 12/31/9999
1235 OT 28day 86.9 01/011900 12/31/9999

1236 OT 28day 92.9 01/011900 12/31/9999

48 Entries found

6. Double-click 1200 Regular Working Time Hrly  01/01/1900 12/31/9999 )
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Time Sheet: Data Entry View

10 CE@ CHE Do BE @@
Time Sheet: Data Entry View
ERaFIoR| @4l HE B

# B B [ 3 | AddiionalFields @] fI

Personnel Number 134907  DRIVER JANESSAT CostCtr 1110000000
Data Entry Period 89/01/2007 - 09/15/2007 Week 35.2007

Data Entry Area
[ENLT /WA \Wa... Position MU [09/01 [09/02 |09/03 09/04 [09/05 09/06 09/07 09/08 09/09 [09/10 [09/11 0912 (0913 (09114 0915
@ H o o & s 8 & 8§ o o & & 8 8 8§ o0
| |= ] o o @ ] ] ] ] o o @
| 1200 =)
_

LDl [

| [1 Dataentryview ||£1 Release view ||Ei Variable view |En|]']r 10f3

7. Complete the following fields:
Field Name R/O/C Description
MU R |This is the unit in which an object is measured.
:" HR stands for Hours
Example: HR
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Field Name R/OIC Description
Time Sheet Cell R This is the day of week in month/day format instead of
below the cell Monday, Tuesday etc.

@ Enter the number of hours worked by the
employee on each of the scheduled working
days.

Example: 8.0

8. Click [==I (Check Entries) to check the time entries.

Time Sheet: Data Entry View

& 840 @@  SRE Bhoao ERE @
Time Sheet: Data Entry View
ELAFEOR | EF LaeH B& BHERB D | Adtbona Fieds @ @

Personnel Mumber 134907 DRIVER JANESSAT Cost Ctr 1110000000
Data Entry Period 89/01/2607 - 89/15/2007 |G| Week 352007
Data Entry Area
BT | |wa. [Position [MU |09/01 |09/02 |09/03 |09/04 [09r05 [nar0s (0907 |n9is |09/s [oaito 0811 |09z [09M3 [oar4 o9ms
| @ H ] i g ] g ] g 1] ] ] g ] g ] ]
| 1B H (] 0 (] 0 (] 0 a 0 a 0 a 0 ] 0 ]
| 1200 HR g0 8.0 =0 s.8 8.0 8.0 8.8 8.8 8.8 8.0
L
L[] [
||| Dataeniyview  |gf  Releaseview |  variableview | Entry10f3
|@ Mo errors were found [ | RTO (-
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9. Click .i (Save) to save.

Time Sheet: Initial Screen

H a2 @ 800 EE e e

Time Sheet: Initial Screen

State Of Washington - W/Out Financial Distributio
@9/06/2007

[ | RTO (1) (524) ¥2 ssvaphrirde  INS y

@ The system displays the message, "Your data has been saved."

10. You have completed this transaction.

Result

You have successfully entered wage types into HRMS using CATS.

Comments
None.
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