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TIME REPORTING OVERVIEW




Time Management / CATS

Processing employee time in SAP is an essential part in the SAP - HR Module. The
Cross Application Time Sheet (CATS) and the Time Management component of SAP
are used to record and evaluate employee time data.

CATS is the time collection area. This is where an employee’s time is entered and
approved. CATS replaced the DWR 2764, DWR 3055, DWR 202a, DWR 202b, and
monthly submittal forms.

Time Management takes the time from CATS and evaluates the time. This evaluation
process ensures that the time complies with the work standard rules and each
employee’s bargaining unit contract. Time is then sent to SCO for payroll purposes.

Note: Each Division/District will determine the manual process they will use prior to
entering time into SAP.

Time Management

The Time Evaluation program takes place on a daily basis. Once time is entered, it
must be approved before being sent to CO & HR Modules for further processing. In
order for time to show up on the time statement, time entry needs go through time
evaluation. Time evaluation is run automatically overnight and then it is sent via
interface to SCO. As time is evaluated, it is checked against information contained in
various time info types.

SAP calculates overtime, shift premiums (etc.) automatically. Time Recorders only
need to record actual hours worked and absences. SAP will maintain leave balances
for ALL monthly, hourly, and biweekly employees. SAP validates recorded absences
against current leave balances and will not allow posting if a balance is zero. Hourly
pay hours, overtime hours, and shift pay is generated to an interface tape that is sent to
the State Controller’s Office (SCO).

SAP HR Time Module Configuration Rules

Rules have been added to Time Evaluation incorporating State of California and
bargaining unit contract provisions for DWR employees.
The added rules are based on:

Employee Group
Employee Subgroup
Personnel Area

Personnel Sub Area
Wage Type

Work Schedule

Work Week Group (WWG)

O O0OO0OO0OO0OO0Oo



Time Recorder’s Roles

(0]

Time Entry
Time recorders enter attendance and absences with accompanying hours and

costing information for multiple employees within one organizational unit that is
unable to be entered by the employee through ESS (Employee Self Service).
The approving officer/supervisor will review and approve or reject all time entries.
If time data entries are rejected then information will not be transferred to payroll
or CO-controlling and costing module. Time recording information for bi-weekly
paid employees will be manually reported to SCO via the time recorder and
Personnel Specialist. All time for bi-weekly employees must be entered into SAP
and documented on the Std. 672 that is faxed to the Personnel Specialist. The
Personnel Specialist will reconcile the Std. 672 with time entries in the CATS
timesheet.

Maintaining Work Schedule

Time Recorders enter new work schedules for employees including AWWSs. ltis
essential that while maintaining time data, such as recording a substitution for an
employee that the information entered into SAP is accurate. Please contact the
HR Office when changes are made to a workweek schedule. It is extremely
important to use the “create” button and input the correct dates to ensure that all
information is kept in history. The change button overwrites previous data and
will not reflect history.

Reports
Time Reports complete the reports for various time and quota requests. These

reports may include missing time, excess hours or intermittent hours.

Time Transfers
Time Recorders enter time transfers to complete adjustments to balances such
as excess hours and overtime.

Retroactive Time Correction

Time Recorders complete the necessary steps to submit for authorization and
complete retroactive time correction. This could be for incorrect time posting or
costing changes requested by employee, division or HR office.




Time Recorder Administrator Authorization Role

Below is a list of SAP transaction codes that all Time Recorders will have access to.

Transaction Code

CADO CATS: Display Data
CAOR CATS: Display Report
CAT2 CATS: Maintain Time
CAT3 CATS: Display Time
PA51 Display Time Data
PAG1 Maintain Time Data
PT40 PDC Error Transaction
PT50 Quota Overview
PT61 Time Statement
ZDUN Missing Timesheet Report
Deadlines

o Time Entry
All employee’s attendances and absences should be entered into SAP by the
end of the work week. For most employees, work weeks are Monday to Sunday
except for bi-weekly employees whose work weeks are Sunday to Saturday.
Time should be entered on the close of business on Friday, unless employees
work the weekend for overtime. If the pay period ends mid week, all time entry
should be entered and approved by the last day of the pay period. To ensure
that all time entry is recorded and approved by the deadlines, Time Recorders
should run the Missing Timesheet Report (ZDUN) on a weekly basis and on a
daily basis on the week of pay day to ensure that all relevant time is entered and
approved in SAP.

o Dock
Dock time should be entered and approved by the identified date on the Time
Recorder calendar in order for it to be included in the SCO electronic interface. If
dock time is posted and approved after this date, time recorders are to notify the
Personnel Specialist on a daily basis until pay day.

o Late DOCK
Personnel Office staff will identify dock entered and approved after master payroll
cutoff and key into the SCO database. Overpayments as a result of late dock will
be collected via an Account Receivable from the following month’s paycheck or
Personnel will return the employee’s pay warrant to SCO which may issue a
salary advance to the employee on pay day.



As stated in most bargaining unit contracts, a salary advance of no less than
50% of the employee’s actual net pay will be issued within 5 workdays after
payday and no more than 4 salary advances per calendar year may be released
if reasons are due to late dock or AWOL. If it's no fault of the employee, salary
advance will be issued within 2 workdays after payday for an amount close to the
actual net pay.

Overtime and Shift Differential

Overtime and shift differential pay will be sent via an interface tape to SCO for
payment. If an employee requests overtime to transfer to CTO instead of pay,
time transfer must be completed by the 3™ day of the following pay period.

Additional Pay

Additional pay such as diving pay, holiday cash out, and any other payments for
monthly employees will be keyed by the Personnel Specialist following
Department and SCO schedules which normally is the 10" of the following
month.

Biweekly Employees

All bi-weekly employee’s attendances and absences should be entered into SAP
by the time recorder and be approved or rejected by the approving supervisor by
12 noon Monday for the prior work week, Sunday to Saturday. Time recorders
are to document the Std. 672 and fax it to the Personnel Specialist by 10:30 a.m.
on the Tuesday following the end of the bi-weekly pay period. On occasion, it is
due on Monday due to no cycle within the SCO system. Please refer to the Time
Recorder pay period calendar.

The Personnel Specialist will reconcile the Std. 672 with time entries in the CATS
timesheet prior to keying into SCO. Bi-weekly pay information is not sent via an
interface to SCO. SAP will automatically update all leave entitlements and quota
balances (except Holiday credit and CTO entitlement). Therefore, leave usage
will not need to be reported to the Personnel Office. However, it will need to be
entered into SAP for any leave usage.

Current attendance leave codes/time types in SAP:
Some attendance types may only be entered by the Time recorder.



Attendance

1CP1 Climbing Pay

1ES1 Evening Shift

1HC1 Holiday Credit{1.0)
1HP1 Hours far Pay

1NG1 hlisht Shift

1TR1 Training

1UN1 Union Representation
ZHP5 Holiday Pay @ 1.0
2HPG Holiday Pay @215

Annual Leave
Admin Time off ieneral
Matural Disaster - Admin
Disciplinary - Admin TO
Unpaid Leave - Unapproved
Bareavment Leave
Catastrophic Leave [AL)
Catastrophic Leave (Vac)
CTO (used)

OA Incentive CTO (Used)
Unpaid Leave - Informal
Excess Hours (used)
Furlough Hours Used
Holiday Cradit (used)
Holiday Cradit (Intermit)
Informal Time Off -approv

Worker's Comp. Absence types
ALX1 Lost time waiting - Annua
Sx¥01 Lost time waiting - sick

TDO1 Temporary Disability State Jl.llr'lr Duty
WX01 Lost time waiting - Vacat Fetl:lera Jury Duty
WOCT Weomp - CTO-wait Military Leave

Military Leave [Spouse)
Mentoring, Annual Leave
Mentoring, CTO
Mentoring, Excess Hours
Mentoring, Holiday Credit
Mentoring, PARR Leave
Mentoring, Personal Holid
Mentoring, Personal Leave
Mentoring, Unpaid DOCK
Mentoring, Vacation
Mentoring Leave, Used
Apprvd Non-Industrial Dis
PARR Leave (used)
Prof Dev Day (Used)
Personal Holiday (used

Personal Leave (used)
PLP 2010 [Used)
PLP2-PLP{used)eff 10/1/03
Sick Leave [self)

Sick Leave (family)
Subpoenaed Witness
Transfer of agency leave
Union Time Off
Vacation
Valuntary PLP [Used)

WCHC Wieomp - Hol Credit-wait
Weomp - PLP2-wait
Weomp - Pers Hol-wait
Weomp - Pers Leave-wait
Lost time docked
Approved Industrial Disab

FMLA Absence types

FMAL FMLA - Annual Leave
EMCF Unpaid Leave - FMLA/CFRA
FMCT FMLA - Comp time off
FMFH FMLA Furlough Hrs Used
FMHC FMLA- Holiday Credit
FMP2 FMLA - Personal Leave 2
FMPH FMLA - Personal Holiday
FMPL FMLA - Personal Leave
FMSF FMLA- Sick Leave (family)
FMS5L FMLA - Sick Leave (self)
FIMV A FMLA - Vacation

1FML FMLA - Excluded
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SECTION Il

TIME ENTRY (CATS)
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TIME ENTRY

Perform this procedure when entering attendance or absences. To ensure that the
correct hours are charged to the correct cost objects, all hours must be recorded.

Entry of an attendance requires using a cost object such as an internal order, WBS

element, or Plant Maintenance Order (PMO). Entry of an absence requires posting to an
internal order number.

An absence or attendance code must be entered for leave accounting and payroll
purposes. Attendance types begin with a number, while absence types begin with a
letter.

Absences are not allowed to be entered on a day an employee is not scheduled to
work.

Transaction Code; CAT2

Enter CAT2.

0

Menu Edit Favorites Extras System Help

e D d S @n ODRE 0o EE @M
SAP Easy Access

3] (][]

¥ = Favorites
PT40 - PDC Error Transaction
PT_QTA10 - Absence Quota Information
PTE3 - Personal Work Schedule

Click green check icon.
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Click on the “Data Entry Profile” to select the data entry profile that fits your entry.

|_Iime Sheet Edit Goto System Help

@ 2140 @@Q DHE| O Bo;

Time Sheet: Initial Screen

N\

Data Entry \
Data Entry Profile 4

III?' Data Entry Profile (4) 17 Entries found

=
— [v[elO[A[B[=]2]S=] [ £]
Prof. I Text |
COS-DOCK Multiple Entry - Zero Labor Cost Activity Type

ESS Self Entry

ESS_0O8&M 08&M Time Recording with Task, Level and Component
EXC_APPR Activity Allocation with Special Approval

HOLIDAY Holiday Entry via BDC

HR-OMLY  Profile for HR-Only Installation

- MLT-ALL  Multiple Entry - all cost objects (list) Month

MLT-ALLX Multiple Entry - all cost objects(list)all periods
MLT-ENTR Time entry without costing requirments
MLT-LIST Multiple Entry - all cost objects (list)

MLT-OPS  Multiple Entry - Operators

MLT-ORG Multiple Entry - all cost objects (org unit)
WLST-ALL Single Entry wiWaorklist-All costing objects-Month
WLST-ALX Single Entry w/\Wkist-all costobjects-all periods
WLST-LST Single Entry wjworklist - all cost objects (list)
WLST-0OPS Single Entry w/\Worklist-Operators

WLST-0ORG Single Entry w/Worklist-all cost objects-Org Unit

Click on the green check button.

Click on the pencil button.

12



5§ HEE
Time Sheet Edt Goto System Heb

Bl QGRS RE D008 /EE| @

Time Sheet: Initial Screen

Data Entry Profik boT-arL [a

| o [oRs (2410 B[ =onebs [ow | [/

| 650 Log.. F_'mk =

13



Click on the Personnel Selection

L=
Time Sheet Edit Goto System Help

g 2 nJH @@ LR ano0 HE @

Time Sheet: Initial Screen

/B EE=E

Data Entry Profile MLT-2ALL Multiple Entry - all cost objects (list) Month

Key date 01/22/2008

Persann . |Mame Per  |Sub_|E|E |Cost Ctr Org.unit  |Ti  JLast na

[0 e ) )

] D e R

| @% Personnel Selectn |

Go to “Personnel Number” and enter employee’s SAP# that you need to enter time.

14



Personnel Number Selection for Fast Data Entry

— eemE

Click Execute button.
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Click the box on the left next to the employee’s SAP#. The line will be highlighted

Click on the pencil icon.

=
Time Sheet Edit Goto System  Help

¥ 2 AaHICe@ SR S0O0 HE @

Time Sheet: Initial Screen

>

Data Entry Profile MLT-LLL Multiple Entry - all cost objects (list) Month
Key date 01/22/2008

16



On this screen, enter the SAP# in the line below the Pers. No. Hit enter. The system will
bring up the employee’s name.

Rec. Order # might be different for each unit. Obtain the # from your Administrative
Officer. Enter employee’s attendance. You will need to enter in a new line for each
leave type, hours for pay, or if the Rec. order or PM (Active type) is different. Use the
drop down by clicking on A/A for list of attendance code.

For Part time employees, when you enter leave for them, you will have to split the
leave usage into two lines if you need to enter more than their scheduled work hours.

For example, for half time employees, their scheduled work hours per day are 4 hours.
If you need to enter 6 hours of leave in one day, you will need to enter 4 hours in one
line and enter another 2 hours in another line.

=

Time Sheet Edit Goto Extras Environment System  Help

& 2 AH @@ SHEE HNo8 E
Time Sheet: Data Entry View
]

‘Data Entry Period’ 01/01/2008| - [01/31/2008| |E|B| week 01.2008
Data Entry Area

E LT|Per5.N|:|. Mame Receiver WBS element |Rec. Order |Acti,_|.-51,.l'.-5l_,|Tt
B 4625 MARILYM M LEE

| |B4s25 MARILYN M LEE \ \

| 4s25 MARILYN M LEE 30607019 1HP1

Ly 1625 MARILYN M LEE 30607019 18P1

17



You may put the list in order by clicking on the A/Aty once to put the time code in order
or by clicking on the Att./abs type text to put the list in order by text.

O e e L) e o T

7 | a0 Cee CHE 00D B 06
lime Sheet: Data Entry View

dEEFEcE EZen) B Bk

[SIEINEE]

ata Entry Period [01/01/2008] - [01/31/2002] |E]B] week 01.2008
Data Entry Area
ditlpers.iio. |Hame [Receiver WBS element [rec. order  |act [a/a JToml 01701 ]01/02]01
£ 4525 MARILYM M LEE 168 0 8
E 4625 MARILYM M LEE \ 103 0 ]
| 4625 MARILYM M LEE 30607019 1] 73 g8
4625 MARILYM M LEE , 306070149 1HP1 30
\_ II:E’ att.fAbsence type (4) 81 Entries fou [=]
_ /
| ‘\\ / i
I A N RS TE
J P_ |A/ATy_|Att./abs. type text | Start Date|End Date |
| 01 FMPH  FMLA - Personal Holiday 07/01,/2006 12/31/9999 [=]
] 01 FMPL  FMLA - Personal Leave 07/01/2006 12/31/9999 [+]
01 FMP2 FMLA - Personal Leave 2 07/01/2006 12/31/9999 ]
i 01 FMSL FMLA - Sick Leave (self) 01/01/1990 12/31/9999
] 01 FMVA FMLA - Vacation 01/01/1990 12/31/9999
T 01 FMHC FMLA- Holiday Credit 07/01/2006 12/31/9999
. 01 FMSF  FMLA- Sick Leave (famiy)  01/01/1990 12/31/9999 B
. 01 HCIE  Holiday Credit (Intermit)  01/01/1990 12/31/9999
4 01 HCO1  Holiday Credit (used) 01/01,/1990 12/31/9999
| 01 1HCS Holiday credit HS { 1.0) 01/01/1990 12/31/9999
] 01 1HCe Holiday credit H6 { 1.5) 01/01/1990 12/31/9999
| 01 1HC1 Holiday Credit{1.0) 01/01/1990 12/31/9994 —
01 1HCZ Holiday Pay 01/01/1990 12/31/9999
| 01 1HP1 Hours for Pay 01/01/1990 12/31/9999
] 01 15P1 Hours for second postitioc 01/01/1990 12/31/9999
7 01 1170 Informal Time Off -approv 09/01/2005 12/31/9999
7 01 ALC1 Lost time - Annual Leave  01/01/1990 12/31/9999
B 01 Scol Lost time - Sick Leave 01/01/1990 12/31/9999
E 01 Weol Lost time - Vacation 01/01/1990 12/31/9999
01 LCol Lost time docked 01/01/1990 12/31/9994
01 ALX1 Lost time waiting - Annua  01/01/1990 12/31/9999 [
01 S¥01  Lost time waiting - sick 01/01/1990 12/31/9999 E‘
Dara J01 VX01  Lost time waiting - Vacet  01/01/1990 12/31/9999 B
81 Entries found | M

Select the time type you need. It will be become highlighted.

18



—> |n

=4 R e
Time Sheet Edt Goto Extras Environment System Help w
v e SHE HDTo0EE @

Data Entry Period 0170172008 - 0173172008 [E]B] week 01.2008

LTlpers.tio. [Mame Receiver WBS element 01701 [o1/02 [01/03 [01/04 01705 [01/06 [01/07 [01/08 Jo1/08 Jor/10 [o1/11 [o1/12 [o1/13 [o1/14 [o/15
(&) 4825 MARILYN M LEE 188 & g 2 0 o g 2 e B B 0 0 B B i[4]
%4525 MARILYN M LEE 73 of 8 & = a o 10 s sl 1 = o of o o @

w

g g 4 10 E

w

14825 MARILYN M LEE 130607019 1HP1 73,

P_ |AjATy_|Att./abs. type text Start Date |End Date

10, 8
LART VI M| _ol_
(= Att./Absence type (2) 81 Entries found =]
| A
Y =
v | e | | ]
01 FMSF  FMLA- Sick Leave (Famiy) 01/01/1990 12/31/9999 -
o1 Holiday Credit (Intermit) 01/01/1990 12/31/5999% b4
o1 Holiday Credit (used) 01/01/1990 12/31/999%
01 Holiday credit H5 ( 1.0) 01/01/1950 12/31/9999
01 Holiday credit H6 ( 1.5) 01/01/1990 12/31/9999
o1 Holiday Credit(1.0) 01/01/1990 12/31/9999
Holiday Pay 01/01/1990 12/31/9999
01 Hours for Pay 01/01/1990 12/31/9999
o1 Hours for second postitio  01/01/1990 12/31/9999
o1 Informal Time Off -zpprov  09/01/2005 12/31/9999
01 Lost time - Annual Leave  01/01/1990 12/31/9999
01 Lost time - Sick Leave 01/01/1990 12/31/9999
o1 Lost time - Vacation 01/01/1990 12/31/9999
01 Lost time docked 01/01/1980 12/31/9999
01 Lost time waiting - Annua  01/01/1990 12/31/9999
01 Lost time wafting - sick 01/01/1990 12/31/9999
o1 Lost time walting - Vacat  01/01/1990 12/31/9999
01 Mentoring Leave, Used 01/01/2001 12/31/9999
01 Mentoring, Annual Leave  01/01/1990 12/31/9999 =
01 Mentoring, CTO 01/01/1990 12/31/9999 [
o1 Mantoring, Excess Hours ~ 01/01/2001 12/31/9999 | I e |
01 Mentoring, Holiday Credit  01/01/2001 12/31/999%
01 Mentoring, PARR Leave 01/01/2001 12/31/9999 E
81 Entries found ‘ ‘ \74

| V[ PRS (2) 400 [ [ sapwebs [ovR | [ 7

vstart CAEK, Inbox- Micr... | (22 Windows... v| ® windows Ve... | & sco- myex... | B Time Recore... @aoa® 233

Click on the green check icon.

Enter the number of hours on the day you need to enter time. The top line on the screen
shows the scheduled hours to work for each day.
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If there is a gray or blue line in the middle of the screen, it reflects a holiday generated
by the system. It shows holiday credit earned and used for all employees who are
eligible for holiday pay. You cannot make any changes to that line entry.

4 EEE
Time Sheet Edit Goto Extras Environment System Help

G 20202 240 ¢ae LHE SDHD ER @m

Time Sheet: Data Entry View

ENEY |l = e P L )]

Data Entry Period 12/01/2007| - |12/31/2007 Week 48.2007

LT|Perslo. |MName Receiver VRS element Rec. Order  |Act] [A/A |Total 12/19 12/20 |12/21 [12/22 [12/23 [12/24 |12/25 [12/26 [12/27 |12/28 |12/29 |12/30 [12/31
JQ‘AGZS MARILYIN M LEE e o & &8 o o & o ¢ o o o o
B 4525 MARILYN M LEE 168 8 8 8 o o 8 & 8 & & o o 8
4625 MARILYN M LEE 30607019 1HEL 133 8 8 & 8 8
4825 RILYN M LEE 20800000 sL02 1
4625 MARILYN M LEE 20600000 101 22 [ ]
4625 MARILYN M LEE 30607019 1170 4 R 4
4625 MARILYN M LEE 20600000 8 g

[ e I | R 3 | =

L Y

|D Data entry view ”ﬁ“ Release view ”& Varizble view Entry 1 of 7

| b [ pRs (2) 400 B sspweds [ove | |/

el @ 120 [l mbox- bir... ]&nzmm.. v[@WmﬂmMe... lgsco—mysx... ]Tirnekemre... CTITATT N | synactive Gu. L" 0D 23
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Long text a time posting

As required after entering the number of hours, click the LONG TEXT icon to enter
Long text

=
Text Edit Golo Formal Inser  Syslem  Help

@ | Tal €06 DHB LoD OF 96
Change Time entry sheet: 200607070 Language EN
’Eﬁ @@l@ [f’q.« Formats || Chara:!erFufmsﬂs]E @@@E @@@

=l | Char Formats Zl

Parag.Formats * Standard paragraph

used vac in lieu of =ick leaves

Click the ENTER & icon to accept entered text.

Click the BACK & icon to return to the Time Sheet: Data Entry View screen.

The date on which long text was entered will now display the number of hours in red.
Click the ENTER @ icon to validate entries.

Click the SAVE icon.

REJECTED TIME

Follow the same steps as time entry until you get to the employee’s time sheet below:

Rejected time will be highlighted. Double click on that box.
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B

Time Sheet Edit Goto Extras Envionment System Help

v 10 e CHE HDLa EHR @
Time Sheet: Data Entry View

01/01/2008| - |01/31/2008 Week

01.2008

LT|Pers.llo. |Heme Receiver WBS element Rec. Order  |Acti [A/A |Total 01/01 101/02 |01/03 |01/04 [01/05 [01/06 |01/07 |01/08 |01/08 |01/10 {01/11 [01/12 01/13 |01/14 |01/15 |01/16
IChESE] ELVIRA RAMIRE 168 0 g 8 8 0 0 8 8 14 g 8 0 0 g 8 IE
B1513  ELVIRA RAMRE s o 8§ &8 38 o 0 o o o o o o o o o

1513 ELVIRA RAMIRE! 30607019 1HP1 34 > 10

[
| [+]

03—

| [ Date entry view ” o Release view ”IE Varigble view [ Entry10f 3

b [PRs (2) 400 B[ saowevs [owR [ [ /7

]nhnx—Mncm... | &2 windows... +| © windows Me... | B sc0- myex.. | B Time Recore... W 344 PM

Enter the corrected number in the box. Click the green check and save.
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=4 L&
Time Sheet Edit Goto Extras Envionment System Help

A AHCAQIERHE DDO0 (BEEIGE

Time Sheet: Data Entry View

BB ElIE) ] )
Data Entry Period 01/01/2008| - |01/31/2008 Week 01.2008

- - - * - 3 (01/03 |01/04 [01/05 |01/06 |01/07 |01/08 (01/09 |01/10 |01/11 |01/12 |01/13 01/14 |01/15 [01/16

EIEENG LEILE [E] nformation \ 3

|® 1513 EL% \ g ¢ & o o & & & & & a0 a & & i

= 1513 EL _ 8 8 8 0 10 0 0 0 0 0 0 0 0 0 (E
513 ewvr| Cell content | 10| Hour 1 g 3 10

Short Text
Reazon for rejection 0001 Incorrect hours recorded

‘ @ Partial confirmation
\
Processing status E Approval rejected

Document Number

|D Data entry view ”ﬁ“ Release view H& Varable view | Entry 10f 3

[ b [ PRs (2) 400 B [ saowens [owR [ [ /7

Tl 8 O™ (@ nbor- Migo... | 32 windows... | © windows e | Z5c0- myex... | ) Time Recore... | Synactive Gui... |QQEI2E 345FM

If you need to change to a different time type, enter "0" (zero) in the box, green check
save, and then go to a new line to enter the correct time type.
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=4 L&
Time Sheet Edit Goto Extras Environment System Help

G| 00 390 ¢ee SRR OhL0 RE @m

Time Sheet: Data Entry View
EEaF 0 EEesaa Blla]

Data Entry Period 01/01/2008| - |01/31/2008 Week 01.2008

(Tlpersio. [tiame Receiver V/B5 element Rec. Order  |act. [/ [Toml  Jovjox [o1/02 [oNG [o1/04 Jotjos [o/06 [as/07 [o1/08 [o1 /02 [o1/10 [as/a Jorjaa forsaa Jan/a4 for 15 o6
@‘1513 ELVRA RAMRE] @0 8 g o o I o o & i+
Bis1z  ELVIRA RAMRE 2% d & 8 }\u 2 d o o o o o 9o o o I
1513 ELVIRA RAMIRE] 0807018 1801 2% d ¢ e 2
WM

|D Data entry view ”ﬁ“ Release view ”E Varizble views Entry 1 of 3

[ b [ PRs (2) 400 B [ saowens [owR [ [ /7

Tstart T AEG @] inbox - Micro... ]Eazwmms... v[G)wlrane... lgsco—myEx... ]Tumenemre... 4 synactive Gui... |0 G 3:47 M

Retroactive Time Entry

Retroactive time requests must be submitted through AquaAssist service request

You may only do a retroactive time entry or correction if you received a notification back
from the DWR Security Office to notify you that you have access to make the changes.
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Transaction Code: CAT2

=
Menu Edit Favortes Extras System Help

[@=c  1jd0Cee SRR D00 BRI 0B

mw

SAP Easy Access - User menu for HR_TRNO1

012

O Favortes
= {9 User menu for HR_TRHOL
I (] AM Asset Display
I (7 AP Display
P (7 4R Display
I (7 6L Display
I (7 GM Display
P (3 LN Loan Disply
P 7 TL Travel Display
I (3 TM HR Time Recording n ESS for Sef-Entry
P (1 HR Time Reportar
b 1 PM Display
I (3 woM Display
I (3 co Display
P (1 MM Logistic Display
I (3 FM Display
I (3 W8S Display
b (] DWR Reports

b[TRs (2) 320 E[wsa [owr] [ 7

m 3 © Es |©] inbox - Micro... H 12 New SAP Ch... H ® windows Me... " & 500 - myEx... " ) Time Recore.... n 3 SAP Logo...

PTG 0 o

Click on the drop down in Data Entry Profile.

Select MLT-ALLX and click the green check.
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i

Tme Sheet Edt Goto Sysem Heb
G @ :aH eqe DEE
Time Sheet: Initial Screen

I ¥

- (2 Data vty Frofie (7) 17 Evires oot

]
=
B

WT-ALX Wik E cx{lstlel perods.
/ HLT-ENTR Tme antry without caseg requrments
MLTAIST Mol Endy - o cost oopects (i)
WLT-0PS  Muttpls Entry - Opertors
1 HLT-0RE  Mutpls Entry - o cost objacts {oeg unk)
WLST-ALL  Singie Entry wjVWorkst-Al costing cbjects-Month
WLST-ALX. Segie Entry w/idetal cosobfactsal psods
VASTAST Sngia Entry wjmorkdst - l cost obfects (i)
WLST-PS: Sngie Entry w/Workes-Operzioes
WIST-0RG Srgie Entry wiwerkissal cost objects-Org Ut

17 Entres Eound [ | m

Click on the pencil icon.

Change the date in the “Key Date” tab to the date that you need to make the retro time
correction. For example, if you need to make a time correction in the Dec 2012 pay period, enter
12/01/12.
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Click on Personnel Selection box.

&

HEE
Time Sheet Edit Goto System Help
v I @R SHEE0488 BE| @m
Time Sheet: Initial Screen

Data Enfry Profie MLT-ZLIE)  Mulple Entry - 2l cost objects{lst)al period
Kay date » nl/imnnam
—

—_—

Persann_ [Mame Per_ |Sub_|E|E |Cost Ctr Org.unit |Ti [Last nar

IIIIII_IIIIIIEE]

13— ]

@ Personnel Selectn

|
]nhnx—Mncm... | 5w sap Ch... | @ windows Me... | B sco- myx... [ B Time Recore..

b (2320 Bwsc[or[ [/
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Enter the employee’s SAP Personnel #.

Click the execute icon.

& HEE
Progam Edit Goto System Heb SAP

G 2 iBICee QiR nnan RE m

Personnel Number Selection for Fast Data Entry

— OEHKE

[ Ruthersecins | % Seachheps | oo | Ong.mcue |

[Peiod,”
O Today O Current month O Current year
Qlp to today O From today
®0ther period

pert \ [ |
Payroll period

[elction,
Personnel Humber 4625 Ia ﬂ
Employment status H
Time recording adnfhistrator ﬂ

[ Addeiorl deta,
nt ] w [ ] B
Organizational unic to &
Postion to B
Work schedule rule to 5
Payral admistratar [ ] o o
HR adminitor B o | | 2
Tia date administrator ] 0 | | 3

IR EEEENY

NciETil @ 01O | [Elmbox- M. ]newwch [memm... lgsco—myaa.. lnmenemre... T 2 SAP Logo... lL" O 411ew
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Follow the same steps for time entry. After you make the corrections from the DWR 9504, have
the employee’s supervisor review and approve the changes.

aaH e CHE LD DO EH

Time Sheet: Initial Screen

Data Entry.

Datz Entry Profile MLT-ALLX Muttiple Entry - all cost objects(list)all period
Key date [07/0172007|
Personnel Selection

Personn__[Name Per_ |Sub_|E|E_[Cost Ctr Org.unt_[Ti_[Last nerfT]
[2]
[

1] —

0] [« ]

L[ TRs (2)320 @[ trsc[owr [ [ 7

vstart B O] imbox - Micro.... | 3 New 5AP Ch... | @ windows Me... | 500 - myEx... | &) Time Recore... _4 synactive Gui.. O] 4:14 PM
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SECTION IlI

LEAVE QUOTA BALANCES & TIME
STATEMENTS
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Leave Quota Balances

Look up the current quota balance and accruals for an employee.

Transaction Code: PT 50

1. Enter Transaction code PT50
2. Click green check button

=
Menu Edt Favortes Extras System Help

1 MEICee CHE D000 PR QR

i ptS0

1

SAP Easy Access

EE/S =82l ]]

¥ &1 Favorites
(4 pT40 - PDC Error Transaction
[ PT_QTA10 - Absence Quota Information
[ PT63 - Personal Work Schedule
[ ZHR_EDIT - HR Master Data Valdation Utiity
[ ZBWH - Biweekly Holday Insert
Ei ZCLAD - Check Leave and Quota Deductions
B ZHR ALPHA - HR: Alpha Listing by Last Name -

1. Enter the Personnel number.
2. Click on “All” button.
3. Click “Absence Quota” tab.
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Personnel No. he2s - |1 [=

Name [MARILYN M LEE |
Personnel area R Rank and File Cost Center |336WE¢JTUD] HSD Perso
EE subgroup 'e7|  Perm Ful Tme WS rule [s/eza0 | s/s/e0 wr

fm Selection dates

Quota type Entitlement Remaining Unit
Absence quotas 3.00000 3.00000 Days
1,776.98000 1,425.23000 Hours

|0

01/01/2008|=|01/30/2008
validity period 01/01/2008|=|01/30/2008
Generation period |01/01/2008)=01/30/2008

|®  Fromtoday |  Current Period IE Calendar year B

The “Rem.” column contains the balances the employee has remaining
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2

200 e@e CHE Dooo BE @m

Quota Overview

HE Tirme evaluation |||§ Projection ||@1} Selection ||“3‘i} Display HEE

Personnel No. 4845

MNarne

Personnel area R Rank and File Cost Center 3860203703 | Q&M PInt b
EE subgroup PF Perm FuUll Time YW rule 5/8/40 2/8/40 WH

[ Selection CE quotas & Accrual infarmation i = Attendance guotas
= Tatals row |Ah@uotaTyp |Guma text |Uni1 |En1it|. e, ﬂ?equested |
= 03 Prof Development DeHours 32.00000 16.00000 16.00000
B = 04 PLP 20102011 Hours 48.00000 48.00000 0.00000
B = 05 Fersonal Holiday Days 6.00000 2.00000 4.00000
B = 10Holiday Credit Hours 257.00000 90.50000 166.50000
B = 19PLP2 eff. 10/01/03 Hours 74.00000 46.00000 28.00000
N = 21Macation Leave Hours B36.00000 535 50000 a00.20000
B = 22 5ick Leave Hours 512.75000 98.75000 414.00000
| ] = 26 Furlough Hours Haours 260.00000 G4 00000 486 00000
[l [

Selection intervals

“alidity period 0870172011 - |B9/30/2011 @

Deduction period 08/01/2011| - |B9/30/2011 . @

4. Click on the “accrual information” tab.

This is where you can view the date the accrual was transferred into the employees
guotas.
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WUMVLD UYEITETY el Py A Ll L A Labtd b RN L b UL 1V
@ 20l @@ BHE D000 DR @
Quota Overview

|'E Time evaluation |r[§ Projection Hﬂ Selecmn]

Parsonnel No. 1&.5

Name MARILYN M LEE |

Persannel area l;t-"_ Rank and Fie Cost Center .385-’.‘105-’.‘-‘1{10 MSD Perso
EE subgroup |B2|  perm Ful Time WS rule ls/8/40 | 5/8/40 WF

B AbQuotaTyp[Quota text [une [Generated  Jacoued [yfansrerred o1
10Holday Credt  Hours 8.00000 0.00000 8.00000
10Holday Credt  Hours 8.00000- 0.00000 8.00000-
21Vacation Leave  Hours 14.00000 0.00000 14,00000
225ick Leave Hours 8,00000 0.00000 8.00000
21Vacation Leave  Hours 14.00000 0.00000 14.00000
225Sick Leave Hours §.00000 0.00000 8.00000
10Holday Credt  Hours 8.00000 0.00000 8.00000
10Holday Credt  Hours 8.00000- 0.00000 8.00000-

Time Statements

An employee’s detail leave usage can be viewed by looking at the employee’s time
statement.

Transaction Code: PT 61

1. Enter transaction code PT61
2. Green check

Menu Edit Faworites Extras
ﬁ I - =]
SAl> |asy Access -

3. Enter the Personnel number.

4. Select “Other Period”

5. Enter the dates of the pay period

6. Change the form name to “ZF03” or enter “ZBAL" to only see the totals overview
section of the time statement.

7. Check the Format in color box

8. Click on the execute icon
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Time Statement Form
G| ) )=

8
‘ Further ans || 5 Search helps || 5 Sort arder
Feriod
O Today 14 O Current month 5 O Current year

day O From today
@ Other period / \
FPeriod To

| Fayroll period |

Selection / 3

Personnel Mumber 5
Time recording administrator 5

Parameters for time statement 6
Form name TFOO

Date selection and navigation
Printout of recalculation

[#]Include employees with errors
[]Branch to time data info

Farameters for List Layout

[v] Collapse time wage types
[1WWeek totals: Full weeks only
[#] Statistics infarmation at end

[ Farmat form in cnlnr-l-'—"""'_'_?

The first part of the time statement will show all time worked and leave used for each
day of the pay period.
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Individual Results

Day Abs/AtL ATTEND ABS HFF  OT(1.5) OT(1.0) OWs
02 Hours for Pay g.00 g.00 GHRS
03 Hours for Pay g.00 g.00 GHRS
B4 Hours for Pay 8.00 g.00 BHRS
05 Hours for Pay 8.00 5.00 BHRS
DE Sa Off Work FREE
07 Su OFf Warlk FREE
Weekly Total 32.00
0§ FPLP 200/2011 (Used) g.00  §.00 gHRS
08 Prof Dev Day (Used) g.00 B.00 BHRS
10 Prof Dev Day (Used) .00 B8.00 BHRS
11 Personal Holiday ([used g o0 5.0 BHRS
12 FLP 20042011 (Used) 3. oo
12 Wacation 500 3.00 8HRS
13 Sa Off Woaork FREE
14 Su OFf Wark FREE
Weekly Total 40. 00

The totals overview section of the time statement gives employee’s month to month used
and accrual. This section also lists the time transfers completed within the pay period. Only
review the balance in the Absence Quota for the current month past time statements will
not reflect correct balances in this section.
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Totals Overvien

Type Hours Type Hours
Reg Hrs for Pay 176. 00 Hours Scheduled to Work 176,00
Includes Int Fro-rata Holiday 0.00 Hours in Pay Feriod 176. 00
Total Dock [.o0 Excess Hours for Month 0.00
o7 (1.5) [.oo
aT (1.3 0.oo
Might Shift 0.oo Might Shift Owvertime o.oo
Evening Shift [.o0 Ewvening Shift Owertime 0.00
Holiday Pay ZHFE (1.0} Q.00 Climbing Pay 0.oo
Holiday Pay ZHFE (1.5) [.00 Diwving Fay 0.oo
Holiday Fay [.00 Rotating Shift Fremium 0.oo
Vacation Beg Balance 123.00 Annual Leave Beg Balance 000
Wacation Credit 10.00 Annual Leave Credit 0.oo
Wacation Used 5.00 Annual Leave Used 0.oo
Wacation Correction Q.oo Annual Leawe Correction o.coo
Wacation End Balance 134.00 Annual Leawve End Balance o. oo
Sick Leawve Beg Balance 82.75 Excess Hrs Beg Balance 0.oo
Sick Leave Credit g.00 Excess Hrs for Month 0.00
sick Leave Used [.00 Excess Hrs (Cover HC) 000
3ick Leave Correction [.0o Excess Hrs Correction 0.oo
3ick Leave End Balance 90,75 Excess Hrs End Balance 0.oo
Int Hrs to 1500 Q.oo State Service 43.00
Ret Annuit Hrs to 260 Q.00 State Serwvice Carry Fmd 0.oo
Student Hrs to 1500 [.o0
Student Month of Count [.o0
Actual Days Worked Q.00
Accruals are posted on the last day of pay period.
Accruals must not be used in pay period earned.

Time Transfers
From To Time Balance Revision
pa/o2/2011  ©8/02/2011  Z0M6 PLP 20M0/2011 Accrual 8. oo

Absence Ouotas

From To Quota Remaining
pEAM7/2008 12/31/9999 1 Compensating time off 0. agooo Hours
11/02/2010 12/31/8888 (03  Prof Development Day 0. aoooo Hours
11/02/2010 1273179889 04 PLP 201072011 2. ooooo Hours
02/04/2008 12/31/958989 05  Personal Holiday 0. ooooo Days
02/12/2008 12/31/9889 10  Holiday Credit 0. ooooo Hours
02/29/2008 12/31/9889 21 Vacation Leave 134. 00000 Hours
02/29/2008 12/31/9889 22 Sick Leave 80. 7s0o0 Hours
02/01/2009 12/314/9889 26  Furlough Hours 0. ooooo Hours
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SECTION IV

DISPLAY TIMESHEET DATA
CADO/CAOR
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Display Time Sheet Data

Display Time Sheet Data (CADO) and (CAOR)

Purpose

Use this procedure to display all time entries for either a specific employee or all
employees within an organizational unit.

Perform this procedure when it is necessary to display multiple time entries.

Time entries can be displayed only after time has been entered into the Cross
Application Time Sheet (CATS).

[] Enter transaction code CADO to go to the Display Time Sheet Data screen.

[] To view time entries for a single employee, use transaction code CADO (see
step 1).

[ ] Enter transaction code CAOR to go to the Display Time Sheet Data screen.

[] To view time entries for an organizational unit, use transaction code CAOR (see

step 16).
Procedure
1. Start the transaction using transaction code CADO.
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SAP Easy Access

=
Menu Edit Favorites Exras  System  Help

@ | DAHCaa DHE Dhoan BEE @3

SAP Easy Access

el |s)lv]]

[= &1 Favorites
[# Administration -» HR Master Data -> Personnel As

= 3 SAF menu

B Ofce
[ Cross-Application Components
3 Logistics
3 Accounting
3 Human Resources
7 Infarmation Systlams

L Tools

&
P
b
[
[
[

(o) - an

D

2. As required, complete/review the following fields:
Field Name R/O/C Description
Transaction Code R A unique four-character (in most cases) identification
assigned to each SAP transaction based on its purpose.
Example: CADO
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Display Time Sheet Data

| =4
Program Edit Goto System  Help
@ DdEICoe DHE Do BR @
DiSl‘.}]ﬂ‘j’ Time Sheet Data
@[ Receiver parameters || Sender paramelers || Al parameters ]
_Parsnnl R TR
Personnel no. [» E
Status =
e s B
O Today O Current Year & Other Period
) Current Waek Al
O Current month O Past
Data selection period B5r17/2006 b A5817 2006
 Options
Layaut

3. As required, complete/review the following fields:

Field Name R/O/C Description

Personnel no. R A unique identification number for personnel assigned by the
system.
Example: 2216

Data selection period R Date range of data selection.
Example: 050106

to R End date of action.
Example: 05/17/2006

41



4.

Click the EXECUTE icon.

Display Time Sheet Data

E

List Edi Goto GSeffings Edras System Help

@

140 Qe DHB D000 BRI OB

EIEIEIW

Display Time Sheet Data

l)sea]e Bl EFERE o swR]g

]Hnumlsil

Bl Exceptior{Fers o, [Date reresrppepreet. CCU ATy Name [Lastchange {By
QOB | 2216 060112006 | 800 3860148300 LABO4D 1HP1  Approved 051172006  DBARNES
00 IM6 06022006 | B.00 3660148300 LABOA0 1HP1 | Approvad 051172006  DBARNES

| oom | 2216060572006 8.00 3860148300 LAB04D 1HP1 | Approved 051172006  DBARNES

| | oom | 2216(0BMK2006 8.0 3860148300 LABD4D 1HF1 | Approved 051172006 | DBARNES
| | oo | 2216080772006 8.00 3860148300 LABDAD THP1 | Approved D51172006  DBARNES
| | co@ 2216 06M&2006 | 800 3860148300 LABO4D {AHP1 |Agproved 031112006  DBARNES
| | com  2216|06%2006 | 8.00 3860148300 LABO4D 1HP1  Approved 051172006  DBARNES
| oo@  2216(06M22006 | 800 3960148300 LABOAD THP1 | Approvad 051172006  DBARNES
| oo@ | 221606n2006 | 800 3960148300 LABOAD 1HP1 | Approvad 051172006  DBARNES
| oom | 2216/06M4/2006  8.00 3860148300 LABO4D 1HP1 | Approved 051172006  DEARNES
| | oo 221608N%2006 800 3860148300 LABDAD 1HF1 | Approved D5M172006  DBARNES
| | oo 2216(0BME00G | 8.00 3860148300 LABDAD HP1 | Approved 051172006  DBARNES
| | oap  2216(06M%2006 1000 3860148300 LABO4D 1HP1 | Released for approval 05162006  DBARNES
| | oap | 2216 06702006 10.00 3860148300 LABDAD 1HP1 |Releasad for approval 051612006  DBARNES
| oap | 2216|0671/2006 1000 3960148300 LABOAD THP1 |Raleased for approval 0516/2006  DBARNES
| oap | 2216/06722/2006 10,00 3860148300 LABO4D 1HP1 |Released for approval 05162006 DEARNES
| | opp | 221606732006 8.00 3960148300 LABD4D SLIM  Released for approval 0511672006  DEARNES
5.  Click the CURRENT LAYOUT . icon to select customized view as needed.
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Change layout

IED Change lavout

Displayed Colu Sort Order i Filter i Wi { Display

B[ [~]2]= H

Displayed Columns Column Set

Column Mame El Column Mame

Fersonnel Mumber Mame of emplovees ar applicant E

Date Mame [+]

Hours [] Marme _

Sender Cost Center E sending purch. order

Activity Type Sending PO item

Receiver cost center Sender Bus. Process

AftiAhsence type Activity Mumber

Mame Mame

Lastchange Bame

Changed by WEBS Element E

Description E

v Hx]

10.

11.

Click the COLUMN NAME [=2lumn Name button to sort the list in alpha
order.

Click |ShartTest o applicable selection you wish to have displayed as part of a custom view.

Click the ADD COLUMN EI icon to move the selected item to the Displayed Columns field.

Click |*¥BS Element o applicable selection you wish to have displayed as part of a custom view.

Click the ADD COLUMN E icon to move the selected item to the Displayed Columns field.

Click the ENTER E icon to copy the selected additions to your customized view.
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Display Time Sheet Data

E EIBEJW
List Edit Goto Seftings Edras System Help
& | 1 dHICAe DHR DDoD DR 28
Display Time Sheet Data
Alirala) e E)E[FEE]® cnoe @ s @]
B Exceptior| Pers No. [Date |Hours|Send. cclr ety Type |Rec. CCU{ARTypE Name |Last change [By |short Tex W
O0@ | 2216 UGM1ZD06 | 500 3860148300 LABD4D 1HP1 |Approvad 0511172006 DBARNES
| com | 22160622006 | 8.00 3860148300 |LABO4D 1HP1 | Approved 0511/2006  DBARNES
| com | 2216 06052006 | 8.00 3860148300 |LABO4D 1HP1  Approved 051172006  DBARNES
| com | 2216 06MER00E | 8.00 3860148300 LABO4D 1HP1 | Approved 051172006  DBARNES
| com | 2216 0672006 | 800 3860148300 LABO4D 1HPT | Approved 051172006  DBARNES
= ooa 2216 |DBME2006 800 3860148300 LABO4D 1HP1  Approved 051172006 DBARMWES
) ooa 2216 |0GMS 2006 800 3860148300 LAROAD 1HP1  Approvead 051172006 DBARMWES
| com | 221606122006 | 800 3860148300 |LABO4O 1HPT  Approvd 05/11/2006  DBARMES
| com | 221606132006 | 8.00 3860148300/LABO4O 1HP1  Approved 051172006  DBARNES
| com | 22160642006 | B.00 3860148300 LABO4D [1HP1 | Approved 051172006  DEARNES
| ocom | 2216|06MS2006 | 800 3860148300 |LABOAD 1HP1 | Approved 051172006 DBARNES
| oom | 2216 |06ME2006 | 800 3360148300 LABO4D 1HP1 | Approved 05/11/2008 DBARMES
| Ao 2216 0GMWI006 | 10.00 3860148300 LABD4D 1HP1 | Released for approval 051672006 | DBARNES 10
| oro | 2216 0GI20/2006 | 10.00 3860148300 LABO4D 1HP1 | Released for approval 05162006  DBARNES ]
7 o0 216 062172006 10.00 3860142300 LABO40 1HP1 |Released for approval 0516/2006 DBARNES wow we are working really hard
| ono | 221606222006 | 10.00 3860148300 |LABO40 1HP1  Released for approval 051672006  DEARNES
| onp | 221606232006 | 8.00 3860148300 |LABO4D SL0Y  |Released for approval 051612006  DBARNES
[0

@ You will see a series of lights in the Exception field.
§ Green light = Approved Time

Yellow light = Time has been entered, but not approved.

g Red light = Time has been entered, but rejected by the approving officer.
12. Click the I:I button on the applicable line to view additional detail.

13. Click the CHOOSE DETAIL icon to view detail of the selected line from step 12.
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Details

I Details
Group description Cell Content
Receiving Functional Area WR230171453200000
Routing numkber for operations 1000000001
Sender fund 0691511944
Sender Grant MOT RELEVAMT
Sending Functional Ares WRA0010200020000
Short Text Coastal Plants - Mechanic
Time of entry 132914
Time of last change 132918
Work center ME1
Hours 10.00
Sender Cost Center 3860148300
Activity Type LARD4D
AftfAbsence type THP1
Mame Released for approval
Last change 051 62006
Changed by DBARMES
Short Text Wiy e 3re working realky

| [<][¥]

[4]
]

[4]
]

14. Click the ENTER E icon to exit the Details dialog box and return to the report.

@ SAP does not display a message. You may print the report as needed.

15. You have completed this transaction for single employee view. Continue to step 16 to view time

entries for all employees within an Organizational Unit.
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Use Transaction code CAOR to view time entries for all employees within an Organizational Unit as

SAP
=

follows:

Easy Access

Menu Edit Faworftes Exras System Help

I R R lmla e

& |

QEW

SAP Easy Access

el @ m]sfl ]

a1

O
[

b (3 Cross-Application Components

1
b
P
P
b

K0

Favorites

[#] Administration -» HR Master Data -» Personnel Ai

SAP menu
(3 Office

(3 Logistics

(7 Aceounting

(3 Humian Resources
(7 Information Systems
3 Toals

][]

17.

As required, complete/review the following fields:

Field Name

R/O/C

Description

Transaction Code

R

A unique four-character (in most cases) identification
assigned to each SAP transaction based on its purpose.

Example:

CAOR
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Display Time Sheet Data
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18. Click the CHOOSE FROM PICK LIST icon to select the applicable Organizational unit.

Organizational unit (1)

I@'Organizatiunal unit 173
Search Term .' Structure Search Abbreviation and Mame Search Term with Fiest...“l E|
Object abbreviation &2
Mame
Language Kep EM
v |6 | W] 6|
19. click the ENTER icon to view Organizational unit listing.
Organizational unit (1) 669 Entries Found
I@'Drganizatiunal unit (1) 669 Entries Found
Search Term .' Structure Search Abbreviation and Hame Search Term wi... ||| |I|
EONOEEEEEJEIE
Abbreviati“|Name L [pv|oT|ObjectiD |
| ] OE07A VACANT FOSITION HOLDIMG LUMIT EM 01 O 50020173 |E|
] 1 DR EM 01 O 50000105 @
] 100 DEF. DIRECTOR OF FUB SFTY & BUSIMESS OFS EM 01 O 50023428 ]
] 100 EXECUTIVE DIVISION EM 01 O 50000106
] 100 EXECUTIVE OFFICE REIMBURSABLE COMTRACT EM 01 O 50023338
] 101 "DEPLUTY DIRECTOR - DOF, DE0OD & DPLA" EM 01 © 50001182
] 102 CHIEF DEFPUTY DIRECTOR EM 01 O 50001183
] 103 DEFUTY DIRECTOR-STATE WATER PROJECT EM 01 O 50001184
] 104 LEGISLATIWE AFFAIRS OFFICE EM 01 O 50001185
] 104 DC REF.FOR THE RESOURCES AGEMCY EM 01 O 50001186
] 120 INTERMAL AUDIT OFFICE EM 01 O 50000134
] 1201 CERS - EXECUTIVE MAMNAGEMEMNT EM 01 O 50010706
] 1210 CERS - ADMIM. SUPPORT AT DWR HQ EM 01 O 500107149
] 1210 CERS - ADMIMIETRATION BRAMCH EM 01 © 50010707
] 1220 CERS - CONTRACTS MANAGEMENT OFFICE EM 01 O 50010703
] 1220 IT & COMMUMICATION SUPPORT EM 01 O 50010724
] 1220 MATURAL GAS MAMNAGEMEMNT EM 01 O 50010712
] 1220 MEGOTIATIOMS & COMTRACT MANAGEMEMNT EM 01 O 50010713 E
] 1220 REGULATORY &[S0 COORDINATION EM 01 O 50010722 IE‘
663 Entries Found L/
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20. Click the NAME Name button to sort the list in

alpha order.
21. Click
| O A1 DIVISION OF MAMNAGEMENT SERVICES EM 01 O 50000111 4

applicable Org Unit.

22. Click the ENTER icon to copy the information to your custom view.

Display Time Sheet Data

Program Edit Goto Sysle

T e e L T T

Display Time Sheet Data

Receiver pa Sender paramelers || All parameters

(& Object ID(s) transferred

@ Adjust Data selection period as needed. Current date defaults in this field.
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23. Asrequired, complete/review the following fields:

Field Name R/O/C Description

to R End date of action.
Example: 093006

24. Click the EXECUTE icon to access the Display Timesheet report.

General Hierarchy Display

E REE
Object Edit Golo  LUMilities(M) Syslem Help

(] D dH e DHR DDoD PR @H
General Hierarchy Display

O B|Ep] 2P ure & susee |

1[a1x]

in organizational unit 05417 F2006
8 Persons B5/17/2006 - 09/30/2006
oL I oo
: N
25. Click the highlighted term Fersons DB/17I2006 - E9/30/Z006 Persons.

@ All entered employees' time for the selected organizational unit displays.
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General Hierarchy Display

=
List Edit Goto Seftings Edras System Help

& | 1A @ DN hoan BR 2@

General Hierarchy Display

[l 2lie|a (= |(E(E) W]l cnoose & save (RS

B Exceptior{Fers No. | Date |Hours|Send. ot [Acty Type |Rec. COtAAType Name |Lastchange |By |
(o0t 2216 | 060120086 8.00 3860148300 LABD4OD THP1 | Approved 051172006 DBARMES
COm | 2216 0602006 | 800 3860148300 LABO4O 1HP1  Approved 051172006 DBARNES

| ocm 2216 06/05/2006 | £.00 3860148300 LABD4D 1HP1 | Approved 05/11/2006 DBARNES

| oca 2216 | 0BM0E/2006 | 8.00 3960148300 LABD4D 1HP1 | Approved 051172006 DBARNES
| com 2216 060772006 | 800 3860148300 LABD4D 1HP1 | Approved 05/11/2006 DBARNES

[ (o en] 2216 |0BMDES2006 800 3860148300 LABD4OD 1HF1 | Approvad 051172006 DBARMES

= cCca 2216 | 0602006 8.00 3860143300 LABD4OD [1HP1 Approenad 051172006 DBARMES

T ool 2216 06122006 = 8.00 3860148300 LABO4O 1HP1  Approved 05/11/2006 DBARNES

" oca 2216 0632006 | 8.00 3860148300 LABD40 1HP1  Approved 05/11/2006 DBARNES

T | oca 2216 0642006 | 8.00 3860148300 LABD4D 1HP1  Approved 0511/2006 | DBARNES

| com 2216 |0BM&/2006 | €00 3860148300 |LABO4D 1HP1 | Approved [05/11/2006 DBARMES

| oca 2716 OBME/2006 | 800 3860148300 LABD4D 1HP1 | Approved 05/11/2006 DBARNES

F [o's o) 2216 |06 Y2006 10000 3860148300  LABO4D 1HF1 | Released for approval 051 B/2006 DBARMES

i [o's o) 2216 |06/2002006 10000 Z860148300 LABO4D 1HF1 Released for approval |05 672006  DBARMES

| oo 2216 06/21/2006 | 10.00 3860148300 LABO40 1HP1 |Released for approval D5/ 642006  DBARNES

| oo 2216 | 06/22/2006 | 10.00 3860148300 LABD40 1HP1 | Released for approval |05/ 642006  DBARNES

"1 oo 2216 | 06/23/2006 | 8.00 3860148300 LABD4D SL01  |Released for approval 05/ 6/2006  DBARNES

@ SAP does not display a message. You may print the report as needed.

You have displayed time entries for a specific employee and for all employees within an
Organizational Unit.
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Use Transaction code CAOR to view time entries for all employees within an Organizational Unit as

SAP
=

follows:

Easy Access

Menu Edit Faworftes Exras System Help

I R R lmla e

& |

QEW

SAP Easy Access

el @ m]sfl ]

a1

O
[

b (3 Cross-Application Components

1
b
P
P
b

K0

Favorites

[#] Administration -» HR Master Data -» Personnel Ai

SAP menu
(3 Office

(3 Logistics

(7 Aceounting

(3 Humian Resources
(7 Information Systems
3 Toals

][]

17.

As required, complete/review the following fields:

Field Name

R/O/C

Description

Transaction Code

R

A unique four-character (in most cases) identification
assigned to each SAP transaction based on its purpose.

Example:

CAOR
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Display Time Sheet Data
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18. Click the CHOOSE FROM PICK LIST icon to select the applicable Organizational unit.

Organizational unit (1)

I@'Organizatiunal unit 173
Search Term .' Structure Search Abbreviation and Mame Search Term with Fiest...“l E|
Object abbreviation &2
Mame
Language Kep EM
v |6 | W] 6|
19. click the ENTER icon to view Organizational unit listing.
Organizational unit (1) 669 Entries Found
I@'Drganizatiunal unit (1) 669 Entries Found
Search Term .' Structure Search Abbreviation and Hame Search Term wi... ||| |I|
EONOEEEEEJEIE
Abbreviati“|Name L [pv|oT|ObjectiD |
| ] OE07A VACANT FOSITION HOLDIMG LUMIT EM 01 O 50020173 |E|
] 1 DR EM 01 O 50000105 @
] 100 DEF. DIRECTOR OF FUB SFTY & BUSIMESS OFS EM 01 O 50023428 ]
] 100 EXECUTIVE DIVISION EM 01 O 50000106
] 100 EXECUTIVE OFFICE REIMBURSABLE COMTRACT EM 01 O 50023338
] 101 "DEPLUTY DIRECTOR - DOF, DE0OD & DPLA" EM 01 © 50001182
] 102 CHIEF DEFPUTY DIRECTOR EM 01 O 50001183
] 103 DEFUTY DIRECTOR-STATE WATER PROJECT EM 01 O 50001184
] 104 LEGISLATIWE AFFAIRS OFFICE EM 01 O 50001185
] 104 DC REF.FOR THE RESOURCES AGEMCY EM 01 O 50001186
] 120 INTERMAL AUDIT OFFICE EM 01 O 50000134
] 1201 CERS - EXECUTIVE MAMNAGEMEMNT EM 01 O 50010706
] 1210 CERS - ADMIM. SUPPORT AT DWR HQ EM 01 O 500107149
] 1210 CERS - ADMIMIETRATION BRAMCH EM 01 © 50010707
] 1220 CERS - CONTRACTS MANAGEMENT OFFICE EM 01 O 50010703
] 1220 IT & COMMUMICATION SUPPORT EM 01 O 50010724
] 1220 MATURAL GAS MAMNAGEMEMNT EM 01 O 50010712
] 1220 MEGOTIATIOMS & COMTRACT MANAGEMEMNT EM 01 O 50010713 E
] 1220 REGULATORY &[S0 COORDINATION EM 01 O 50010722 IE‘
663 Entries Found L/
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20. Click the NAME Name button to sort the list in

alpha order.
21. Click
| O A1 DIVISION OF MAMNAGEMENT SERVICES EM 01 O 50000111 4

applicable Org Unit.

22. Click the ENTER icon to copy the information to your custom view.

Display Time Sheet Data

Program Edit Goto Sysle

T e e L T T

Display Time Sheet Data

Receiver pa Sender paramelers || All parameters

(& Object ID(s) transferred

@ Adjust Data selection period as needed. Current date defaults in this field.
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23. Asrequired, complete/review the following fields:

Field Name R/O/C Description

to R End date of action.
Example: 093006

24. Click the EXECUTE icon to access the Display Timesheet report.

General Hierarchy Display

E REE
Object Edit Golo  LUMilities(M) Syslem Help

(] D dH e DHR DDoD PR @H
General Hierarchy Display

O B|Ep] 2P ure & susee |

1[a1x]

in organizational unit 05417 F2006
8 Persons B5/17/2006 - 09/30/2006
oL I oo
: N
25. Click the highlighted term Fersons DB/17I2006 - E9/30/Z006 Persons.

@ All entered employees' time for the selected organizational unit displays.
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General Hierarchy Display

=
List Edit Goto Seftings Edras System Help

& | 1A @ DN hoan BR 2@

General Hierarchy Display

[l 2lie|a (= |(E(E) W]l cnoose & save (RS

B Exceptior{Fers No. | Date |Hours|Send. ot [Acty Type |Rec. COtAAType Name |Lastchange |By |
(o0t 2216 | 060120086 8.00 3860148300 LABD4OD THP1 | Approved 051172006 DBARMES
COm | 2216 0602006 | 800 3860148300 LABO4O 1HP1  Approved 051172006 DBARNES

| ocm 2216 06/05/2006 | £.00 3860148300 LABD4D 1HP1 | Approved 05/11/2006 DBARNES

| oca 2216 | 0BM0E/2006 | 8.00 3960148300 LABD4D 1HP1 | Approved 051172006 DBARNES
| com 2216 060772006 | 800 3860148300 LABD4D 1HP1 | Approved 05/11/2006 DBARNES

[ (o en] 2216 |0BMDES2006 800 3860148300 LABD4OD 1HF1 | Approvad 051172006 DBARMES

= cCca 2216 | 0602006 8.00 3860143300 LABD4OD [1HP1 Approenad 051172006 DBARMES

T ool 2216 06122006 = 8.00 3860148300 LABO4O 1HP1  Approved 05/11/2006 DBARNES

" oca 2216 0632006 | 8.00 3860148300 LABD40 1HP1  Approved 05/11/2006 DBARNES

T | oca 2216 0642006 | 8.00 3860148300 LABD4D 1HP1  Approved 0511/2006 | DBARNES

| com 2216 |0BM&/2006 | €00 3860148300 |LABO4D 1HP1 | Approved [05/11/2006 DBARMES

| oca 2716 OBME/2006 | 800 3860148300 LABD4D 1HP1 | Approved 05/11/2006 DBARNES

F [o's o) 2216 |06 Y2006 10000 3860148300  LABO4D 1HF1 | Released for approval 051 B/2006 DBARMES

i [o's o) 2216 |06/2002006 10000 Z860148300 LABO4D 1HF1 Released for approval |05 672006  DBARMES

| oo 2216 06/21/2006 | 10.00 3860148300 LABO40 1HP1 |Released for approval D5/ 642006  DBARNES

| oo 2216 | 06/22/2006 | 10.00 3860148300 LABD40 1HP1 | Released for approval |05/ 642006  DBARNES

"1 oo 2216 | 06/23/2006 | 8.00 3860148300 LABD4D SL01  |Released for approval 05/ 6/2006  DBARNES

@ SAP does not display a message. You may print the report as needed.

You have displayed time entries for a specific employee and for all employees within an
Organizational Unit.
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SECTION V

TIME TRANSFERS
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Create a time transfer

Transaction Code: PA61

Enter the Personnel number.

Select Time Transfer Specifications.

Enter the date you wish to do the time transfer. You only need to enter the “from
date”.

4. Click on create icon.

wn e

I
e
&= | personnel no. {2225 -4—1 |
FL.||[oomm » 1aNE MILLS | WWG 2
= ! confidental Perm Full Time

Confident BUO1 DWR Position 0607-5142404

Working Times
——— 3

_,,El_, Infotype text Je.] | [Pedod ~ ?
2 | _|Absences, 2001 ® Period /
[l, | |Attendances, 2002 Fom [070107  [&)

%, |Substitutions, 2003 O Today O Curr.week

Ol O Current month

O From curr.date O Last week
C To Cument Date O Last menth
O Current Period O Current Year

FE] Choose |

]
anol  mEnn

. E m ' o

Infotyp | Teme Transfer Spacfications, 20] STy | J
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5. Select the time type you need to do time transfer for.
If you use the create icon, you will automatically get the list below or you may go into
“Sty” getting the drop down list.

6. Green check

|DONHA M LANE MILLS | WWG 2

Confidential ——flacea Cill Tiaa _
'@ Subtypes for infotype "Time Transfer Specifications, 2012" (5) 81 _ [=

Confident B m

6 | T

B | G EEE
PSG |TrTy |Time transfer type text |
01 Z067 Hrs Int Retirees Lo 960
| |ADSENCY 1 2065 Hrs Int SISA/MSA Corr
| |Atendd o1 7068 Hrs Int Student 1500 Corr
Substitid 01  Z066 Hrs Int to 1500 Corr
| [imeo: 2005 Jury Duty Corection
01 2650 Mentoring, Create Balance
01 Z651 Mentoring, Earmn Off Work
01 Z006 Miktary Leave Correction
01 Z600 OT(1.0) to CTO
01 2601 OT(1.5)to CTO a
01 0701 OT for time off to flex
Direct salg 01 0740 OT remun. to OT time off
Infotype |01 0741 OT time off to OT remun.
01 TFOA Overtime approved
01 Z014 PARR Leave Correction
01 Z610 Pass Travel Comp. to CTO
01 Z007 Personal Holid Correction
01 ZO08 Personzl Leave Comrection
01 £619 PLPZ -Conwvert PLD

Lid Zadn. b6 e

81 Entries found

Infotyp

[T 1]
o
K]E[E.:_EIIE
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7. Click on the create icon.

[ @ Maintain Time Data

e M oot |8 v | e I

—_—|
= : [ezzs =
FiL_]|[com » TeaE MILis | WWG 2
= | confidental g parm Full Time
Confident BUO1 DWWR Possion 0607-5142404
B[] Jinforype text [T I[F
Absences, 2001 [=]| | ®Period
Attendances, 2002 [=] From |07/01/2007|T0 | |
Substitutions, 2003 O Today O Curr.week
O all O Current month
O From curr.date O Last week
O To Current Date O Last month
O cumrent Period O Current Year

Infotype | Time Transfer Specifications, 20] STy |z&01| 0T (1.5)to CTO

8. Enter the # of hours

o | perstio 2225 [DOMMA M LANE MILLS |
Fi.. Confidental WWG 2 wkschdl [5/8/40
= Confident BUO1 Perm Ful Time DWR Postion  0607-5142404

Start 07/0L/2007| To 07/01/2007

i

|ze01]  OT(1.5)to CTO

Number of hours

8
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It is always recommended to use Long text for all time transfers.

9. Go to “Edit”, clicking on “Maintain text” to enter long text.

=
Infotype Edit Goto Extras System Help
Create S =2 E0
g Chia al=]
C - I ons, 2012
|:| |:| Delete | Activity allocation
— Lockfunlock Shift+F12
Persio = M LANE MILLS
Tl Maintain text Fg
- Jspiay text Il Time 1
Start Revaluate data h1/2007
Cancel F12

Time transfer specification
Time transfer type Zaol 0T (1.5) to CTO

I:[l Murnber of hours 1|| Haurs

10. Enter long text and then click save.

=
| Table Edit Goto Utilities(M) System Help
|& | 190 BIeee DHE Bnas BE
Text
10

Ll el ol ] [El]

enter long text here

You will get the screen below with the little icon of long text.

11. Click on the save icon again.
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% Perstio [ 2225 [comm ¥ IEWE mIiis |
Confidential WG 2 wikschd! [sreraa |
el Confident BUOL Perm Full Time DWR Postion  0607-5142404
Start_ [o7/01/2007] To  [o7/01/2007] [F5
Time transfer type €01 OT (1.5) to CTO
'E Humber of hours. 1.00 |Hours

You will be back to the screen below. You should always review the time transfers that
you have just completed.

12. Click on the overview button.

o Maintain Time Data

(S Lt entry | | [0 ek |8 wonen |[®8 vear]

£ | personnel no. 832 [=@
Fi_||[ocwmin ¥ anE MTLIS ) WWG 2
=2 ! confidential Perm Full Time

Confident BUO1 DWR Position 0607-5142404

Working Times

L1 Infotype text [e ] 1 [Percd~
" |Absences, 2001 [=1| | ® period
:.ﬁtl:endarmes, 2002 [=] From [o7s01s2007|T0 | 0000 ]
Substitutions, 2003 O Today O Curr.weaek
|| mime Transfer specfications, 2012 |[| | ©al O Current month
| O Frem curr.date O Last week
| O To Current Date O Last month
== O Current Period O Current Year
|| = = Choose |
[=]

Infotype Time Transfer Specifications, 20| STy |zso1l 0T (1.5) to cTO
Optional

If you want to review all the time transfers on this employee, delete the code in “Sty”,
click on “All", and then click on overview.
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Change a Time Transfer

Transaction Code: PAG61

PwpNPE

Enter the personnel number.
Select Time Transfer Specifications.
Change the period to All.
Click the Overview icon.

Time datz Edit Goto Bxtras Utilties(M) Setfings System Help

Vi

| /A H eQAQ I EHE AhOO RE

7@ Maintain Time Data

()2 ) @) | [

il B

4

4

|E_§| WeekHE_EI MDchHE_EI “r’ear|

Personnel no. |2225 -

1

|DOMNA M LANE MILLS |
Confidential
Confident BUO1

WG 2

Perm Full Time

DWR Position 0&07-3142404

Infotype text

[e.] | |Period

Ahsences, 2001

Attendances, 2002
Substitutions, 2003

) Current Period

O Period
From | | To |
O curr.week
QO Current mont
O From curr.date O Last week
(O To Current Date O Last month

2 Current Year

|E Choose

[+]
[~]
O Today
i @ hlll/ 3
[+]
[~]

Direct selection

Infotype |

| stv |

5. Select the time transfer that needs to be changed.
6. Click the ‘Change’ (pencil) icon.
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[] {7 s s =]

E Persii g 2225| |DONNA M LANE MILLS |
[Fi] Confidential WWG 2 Wkschdl [5/8/40
|~ Confident BUO1 Perm Full Time DWR Position  0607-31424
[ choose [ols0l/1z00] To  [12/31/9398 sTy. [ |
Tirme Transfer Specifications, 2012
Start Date End Date Time [Time transfer type text Murmber LI
07/01/2006 07/01/2006 Z000Annual Leave Correction 184.00
I 07/01/2006 07/01/2006 @ Z002CTO Correction 10.40
07/01/2006 |07/01/2006 | Z002CTO Correction 6.38
07/01/2006 |07/01/2006 Z010Sick Leave Correction 0.50
07/01/2006 07/01/2006 @ Z01SPLP2 Correction 30.50
5 07/01/20068 07/01/2008 Z020/State Service Correction 134.00
\u 10/21/2007 10/21/2007 260107 (1.5) to CTO 4.50
N, |09/30/2007 09/30/2007 Z&010T (1.5) to CTO 1.50
10/08/2006 10/08/2006 | Z&010T (1.5) to CTO 2.25
7. Make the necessary changes
8. Click the green check icon.
9. Click the save icon.

L

Infotype Edt Goto Exfras System
-'E:-.

2 Time Tran{g |Specifications, 2012

I Parsonal work schadule l Activity allocation ﬁ Cost assignmant u External services I

E Persio | 2225 [oowa M LANE MILLS |

Confidental WWG 2 wkschdl _[5/8/40

B2 Confident BUO1 Perm Full Time DWR Postion  0607-5142404
Start [07/01/2007] To [07/01/2007] cng. [01723/2008]lemEr | (7
Time transfer type [zeo1]  OT(1L.5)tocTO

I {| mumber of hours ] 4 Houg—17
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Delete a Time Transfer

Transaction Code: PA61

Click on All.

PoONE

Click on the Overview icon.

Enter the Personnel number.
Select Time Transfer Specifications, 2012.

M} Settings System Help

Tme data Edit Goto Extras U

v o a B

508 LNk BB68 08 08

‘I_wm Maintain Time Daf

= e | - - -
(D)2)[@ ]| (S et week | Honen |[@ vear|
Pesonnelno.  [pazs M——|1 )]
DOMIA. M LANE MILLS WWG 2
_ | Confidential Perm Full Teme
Confident BUO1 DWVR Position 0607-5142404

Working Times

L] Tnfotype texe [E] |[®etod”
Absences, 2001 (=]} | OPperiod
2 : Attendances, 2002 Fl fom lo1/01/1200)To  [12/31/9399)]
Substrutions, 2003 O Today O Curr.week
M e sseramm il || oxe—3 |  Ocurent monen
L ) From curr.date O Last week
= O To Current Date  (¥Last month
L O Cument Pariod (O Current Year
IH % =] Choose |

Dract selection
Infotype

rarr,

| Time Transfer Specficatons, 20| STy |

5. Select the time transfer to be deleted.
6. Click on the ‘delete’ (trash can) icon.
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List Time Transfer Specifications, 2012

Ollzlaga]

Confident BUO1

[Domia M LANE MILLS |
WWG 2
Perm Full Time

To 12/31/9999

WkSchdl

3/8/40

DVWR Position

ETz.r A

0607-5142404

Choose |01/01/1200

& ;
Start Date  |End Date Time |Time transfer type text Number LI

lo7/01/2006 07/01/2006 | z000AnNual Leave Correction 184.00
D] Jo7/01/2006 077012006 @ 2002CTO Correction 10.40
||| lo7/01/2006 07/01/2006 | za02€TO Comection 6.38
107/01/2006 07/01/2006 = 2010Sick Leave Correction 0.50
07/01/2006 07/01/2006 | Z013PLP2 Correction 30.50
5 | Tozr01/2006 07/01/2006 | zo20tate Service Comection 134.00
Y| [10/21/2007 10/21/2007 | 26010T (1.5) to CTO 4.50
9/30/2007 09/30/2007 | 26010T (1.5) to €TO 1.50
10/08/2006 10/08/2006 | 26010T (1.5) to CTO 2.25

]

1

7. The individual time transfer populates. Click on the delete icon again.

Delete Time Transfer Specifications, 2012

['E:E_IE-]E f_l]'. T Personal work schedule [ 1] Actiity allocation Cost assgnmant
5= | pershio = [DOMA M LANE MILLS |
Fi.] Confidentil WWG 2 wkschdl [s/2/40
il Confident BUO1 Perm Ful Time DWR Postion  0607-5142404
Start [a7/01/2007] To  [07/01/2007| cChg. |01/2372008 |MMLEE |
'zﬁnlla OT (1.5) to CTO
2 Humber of hours 2.00 |Hours

The message “Record deleted” will appear at the bottom of your screen to indicate that
the time transfer has been deleted.
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(L-4

Jnfatyoe Ede Gote Exirgs  System  Help
1]

(] 1d e Duk dnons BB
List Time Transfer Specifications, 2012
Djlrima|s)
E Pecdlia 23225 DOME M LEST WILLS
a8 Confea WANG 2 Wicschdl [BrRr40
> Conficent BLUDY Parmi Ful Timsg CWE Postion  DB07-SL42404
B coose  Piretinsi[@re  [izisioem =Ty
| s Transfer Spechicatns, 212
| Torser pare .IE.'-: frate |'I'rne [Trr\-e transher byps tent [rlm—!:-en ]IJ ]
E K701 2006 07003006 SUiTAnnegl Ledve Comacton 124,00
|_| KTAOLI2006 0701 H0E COGICTO Comecton E040
[ M)_Jerier/zons 07/oijao0e | 2002CTO Comecten .38
| 7012006 07/01/2006 | I010%ickLeave Comecticn .50
| [o7/01/2006 07/0L/2006 | IOLBPLP Corectan 10.50
07/ 0172006 D7/0L/2006 | INIoSmace Secvice Comection 134,00
| [ror2njo07 10/21/2007 | I4G10T{1.8)tsCTO £.50
DAr30f2007 0%/ 30/2007 IE010T (1.5} 50 CTO 50
| [10/08/2006 10f062006 | 60107 (1.5)taCTO 235
i w | | 1K
ot o
Emrry 2

E Rgond deiatad |

Time transfer for OT to CTO

Overtime to CTO Time Transfer

Hours must not be transferred if they are not reflected on the time statement.
Time has to be approved and run through time evaluation before it will show on
the time statement.

Check PT61 for OT balance for the month.
The time transfer should be dated for the day the OT calculates once the work week
has ended.

Time Statement Page: 1

Accounting period: 200907 From 07/01/2009-07/30/2009

With queries, please contact:



Personnel no: 00004625
Employee group: WWG 2
Empl. subgroup: PF

MARILYN M LEE Personnel area: R
Company code: CAOO
Cost center: 3860060900
WS rule: 5/8/40

Individual Results

Day Abs/Att ATTEND ABS HFP  OT(1.5) OT(1.0) DWS
o1 Hours for Pay 8.0 .00 8HRS
02 Hours for Pay 8.00 8.00 8HRS
03 Hours for Pay 8.00 5.50 2.50 8HRS
04 Indep. Day Off Work FREE
05 Su Off Work FREE
Weekly Total 21.50 2.50
06 Hours for Pay 8.00 8.00 8HRS
07 Hours for Pay 8.00 8.00 8HRS
08 Hours for Pay 8.00 8.00 8HRS
09 Hours for Pay 8.00 8.00 8HRS
10 Furlough Hours Used 8.00 8.00 8HRS
11 Sa Off Work FREE
12 Su Off Work FREE
Weekly Total 40.00
13 Hours for Pay 8.00 8.00 8HRS
14 Hours for Pay 8.00 8.00 8HRS
15 Hours for Pay 8.00 8.00 8HRS
16 Hours for Pay 8.00 8.00 8HRS
17 Furlough Hours Used 8.00 8.00 8HRS
18 Sa Off Work FREE
19 Su Off Work FREE
Weekly Total 40.00
20 Hours for Pay 8.50 8.50 8HRS
21 Hours for Pay 9.50 9.50 8HRS
22 Hours for Pay 8.00 8.00 8HRS
23 Hours for Pay 10.00 10.00 8HRS
24 Furlough Hours Used 8.00 8.00 8HRS
25 Hours for Pay 4.00 4.00 FREE
26 Su Off Work 8.00- 8.00 FREE
Weekly Total 40.00 8.00
27 Furlough Hours Used 8.00 8.00 8HRS
28 Furlough Hours Used 8.00 8.00 8HRS
29 Furlough Hours Used 8.00 8.00 8HRS
30 Furlough Hours Used 8.00 8.00 8HRS
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Weekly Total 32.00

Totals Overview

Type Hours Type Hours
Reg Hrs for Pay 176.00 Hours Scheduled to Work 176.00
Includes Int Pro-rata Holiday 0.00 Hours in Pay Period 176.00
Total Dock .00 Excess Hours for Month 0.00
oT (1.5) 2.50

0T (1.0) 8.00

Night Shift 0.00 Night Shift Overtime 0.00
Evening Shift 0.00 Evening Shift Overtime 0.00
Holiday Pay 2HP5 (1.0) 0.00 Climbing Pay 0.00
Holiday Pay 2HP6 (1.5) 0.00 Diving Pay 0.00
Holiday Pay 0.00 Rotating Shift Premium 0.00
Vacation Beg Balance 811.15 Annual Leave Beg Balance 0.00
Vacation Credit 14.00 Annual Leave Credit 0.00
Vacation Used 0.00 Annual Leave Used 0.00
Vacation Correction 0.00 Annual Leave Correction 0.00
Vacation End Balance 825.15 Annual Leave End Balance 0.00
Sick Leave Beg Balance 445 .35 Excess Hrs Beg Balance 0.00
Sick Leave Credit 8.00 Excess Hrs for Month 0.00
Sick Leave Used 0.00 Excess Hrs (Cover HC) 0.00
Sick Leave Correction 0.00 Excess Hrs Correction 0.00
Sick Leave End Balance 453.35 Excess Hrs End Balance 0.00
Int Hrs to 1500 0.00 State Service 261.00
Ret Annuit Hrs to 960 0.00 State Service Carry Fwd 0.00
Student Hrs to 1500 0.00

Student Month of Count 0.00

Actual Days Worked 0.00

Accruals are posted on the last day of pay period.
Accruals must not be used in pay period earned.
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SECTION VI

Holiday Posting
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Holiday

Holiday Costing Program will be run by Fiscal staff after the pay period ends for
Fiscal's assessments and will not affect employee’s time entry. You can view the
costing time posting in CADO and CAT2. CAT2 will not allow this entry to be changed
or deleted

oo 4625 MARILYM M LEE 0373152009 8.00 04/06/2009  TIMECSTT Approved
laan| 4625 MARILYM M LEE 05725r2009 8.00 0BO32009 MMAGEL Approved
o0 4625 MARILYM M LEE 070452009 8.00 0713172009 | MMAGEL Cancelled
oo 4625 MARILYM M LEE 07/04/2009 0.0a 02M10:2009  MMNAGEL Approved
oo 4625 MARILYM M LEE 0950712009 8.00 1000652009 | MMAGEL Approved

Biweekly Paid employee’s holidays are not included in the regular pay warrant like the
monthly paid employees due to their work schedule. HR Office generates a program to
credit the biweekly paid employees 8 hours of holiday credit each time after the holiday.

WWG E Employees Working on Holiday: Work Week Group E employees do not get
overtime pay when working on holidays, however, they are entitled to holiday credit.
Their timekeeper will need to post up to 8 hours 1HCL1 in order for the system to credit
the WWG E employees the holiday credit. Timekeeper will need to enter 1HC1 with
number of hours worked for WWG E employee who worked on holiday.

Non-represented Supervisory or Excluded FLSA Covered (WWG 2) — please see
Holiday pay Compensation chart. Employees that work the holiday will have to enter
2HP5 for hours worked on the holiday.

WWG 2 (excluded BW) — please see Holiday pay Compensation chart. Timekeeper
will have to enter 2HP6 on hours worked for all WWG 2 employees who worked on a
holiday. Employees can currently enter 2HP5 hours in ESS. Please refer to the Holiday
pay compensation chart to determine which time type to post on which holiday.

Holiday pay will issue around the 10" working day of the following pay period unless
employee request to receive holiday credit in lieu of cash. Holiday credit used posting
for Perm Full Time or Perm Part Time should be post with attendance code: HCO1
Holiday credit used posting for PI should be post with attendance code: HCIE

Personal Holiday is accrued in a day unit and when posted the full unit must be used.
For full time employees, employee will need to post 8 hours of PHO1 when Personal
holiday use. Part time employees will be based on time base. PI needs to post 8 hours.
At the end of the month, the system will prorate PH base on hours worked in the pay
period.

BU12 HC Cash out - Holiday credits are cashed out at the end of every fiscal year per
MOU for BU12 employees.
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Holiday Credit in lieu of cash

If an employee wants holiday credit instead of receiving payment for the hours worked
on the holiday then a time transfer will need to be completed to put the hours in the
holiday credit quota. Check Time Statement — PT61 under Total Overview for the

number of 2HP5 or 2HP6 hours. Do not process the time transfers until you see the

hours show up in time statement.

This is a two steps process: Refer to Time Transfer section of the manual instruction

on completing time transfers.

A. You will need to do a time transfer with number of hours employee worked
and requested to receive holiday credit instead of cash use 2205 for 2HP5 or

Z215 for 2HP6 to transfer the hours to holiday credit, best to use the time

transfer date as the day of the holiday.
B. Do another time transfer use Z500 to zero out the 2HP5 or Z501 to zero out

the 2HP®6.
Totals Owverwviem

Type Hours Type Hours
Reg Hrs for Fay 176, 00 Hours Scheduled to kWork 178, 00
Includes Int Pro-rats Holiday 0.00 Hours in Fay Period 176. 00
Total Dock . oo Excess Hours for Month Z2.00
0T (1.5) 59 G0

o7 (1.07 ERE]E]

Might Shift L. oo Might Shift Overtime [. 00
Evening shift 0.oo Evening Shift Owvertime O.0oo
Holiday Fay 2ZHPS (1.0) 12. 00 Climbing Fay [. 00
Holiday Fay 2HPE (1.5) O. oo Diving Pay oo
Holiday Fay Q. oo Rotating Shift Fremium Q. oo
Vacation Beg Balance 398 25 Annual Leave Beg Balance o.0o0
Yacation Credit 13.00 Annual Leave Credit . oo
Vacation Used [ERElE| Annual Leave lUsed [, 60
Yacation Correction [ERE]E] Annual Leave Correction [, oo
Yacation End Balance 411 . 25 Annual Leave End Balance [, oo
Sick Leave Beg Balance 102. 00 Excess Hrs Beg Balance 21.00-
Sick Leawve Credit a. oo Excess Hrs for Maonth Z2.00
Sick Leave Used 0.e0 Excess Hrs (cower HC) 1.00-
Sick Leawve Correction [. 00 Excess Hrs Correction [.o0
Sick Leawve End Balance 110, 0 Excess Hrs End Balance 20. 00 -
Int Hrs to 1500 [ERE]E] State Service 206. 00
Ret Annuit Hrs to 960 0.e0 State Service Carry Fwd oo
Student Hrs to 1500 R EE]

Student Month of Count [ G0

Actual Days Worked Q. oo
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SECTION VII

REPORTING

74



ZDUN - Missing Time Report
Transaction Code: ZDUN

1. Enter ZDUN.

2. Click the gre== check.
1

=
Menu Edi¢” Favorites Extras  Syst
/v@ zdul B E

SAP Easy Access

w

. Select the Organizational Unit using the drop down in “Org. Structure”.

4. Enter the date you want to view.

5. Reporting: Select “only unapproved/missing time” if you want the system to
send an e-mail for missing or unapproved time. If you select “all timesheets”, you
may run into problems when requesting notification to send out.

6. Employee Notification for Incomplete/Missing Timesheets: Select “yes” if
you would like the system to send out e-mails to the employees who have
missing time.

7. Supervisor Notification to Review/Approve Timesheets: Select “yes” if you

would like the system to send out e-mails to the supervisors pending for time

approval.

8.Execute.

75



E/ 4

Human Resources - Time Entry Status Report /

PERIOD ¥

Enter Desired Date(s) 03/01/2008

Tao

04/06/2008

[E Choose Organizational unit

Mame

= [J Organizational structure
~ O [Jowr

2
SELECTION

Timebase/Tenure |_|

Personnel number

Organizational Unit(s) 5 Org.Structurs
REFORTING

i# Only Unapproved/Missing Time
i) All Timesheets

Report Format Variant

Employee Notification For Incomplete/Missing Timesheets

® Mo
)¥es

Supervisor Motification To Review/Approve Timesheets

# Mo

_iYes
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[ [J CERS - Executiy—*Tageme
f 3 gl Wir F

O [ pivision of Environmental Se
[ [ Public Affairs Office

[ [ Bay-Delta Office

[ [ pivision of Flood Manageme)
[ [ pivision of Safety of Dams
[ [ state Water Project Analysis
[ [ Division of Operations & Mai
[ [J Division of Engineering



Intermittent Hours Report

Balances that do not reset: Personnel Specialists are responsible for resetting
these hours in SAP.

MSA Hrs

SISA Hrs

Range Change Hrs

Probation Hrs

State Service Carry Forward Hrs
Total State Service Hrs

Balances that do reset:

Health Benefits (beginning of each control period, July 1 and January 1)
Student Hrs to 1500 (every 12 months from hire date)

P1 1500 hours — reset by Fiscal year - July 1 every year

1000 hours to CAPERS retirement (each July 1)

Retired Annuitant Hrs to 960 (each July 1)

Each month, PI tape normally goes over to SCO the 4™ working day after the end of the
pay period. Please refer to the Time Recorder calendar provided by the HR office.

Pl reports can be created by using transaction code PT40 to see how many hours of
pay the intermittent employees should receive. Reports can also be created to track the
960 or 1500 hours for your employees to make sure that they do not work over the
maximum allowed hours for the year.

Report Variants

If you often run the same reports with the same set of data selections (for example, to
create a monthly statistical report), you can save the values in a selection set called a
variant.

You can create any number of variants for transactions in which selection screens are
defined. For example variants can be created and saved in Transaction codes: CADO/
CAOR; PT40; and CATS. Variants are assigned exclusively to the transactions for
which they were created.
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Creating a Variant

Transaction Code: PT40

Menu Edit Favorites Extra

& | =]
SAP Easy Access

1. Enter employee’s Personnel Number.

2. Click on Cml. Balance.

Time Management Pool

Eﬁ Suhsystem ||‘ﬁﬁ Selection |

Selection ./

Personnel Mumber 2 [=

WWork schedule rule |

Time administrator |

Adrministrator group |

Time Management Pool Time Data Balances
|.§T: Errar handling I | Weekly calendar I Ig Tirne staternent I

|2
Ig Attendance check I | mdonthly calendar I |E Balance overview I
|EE Time leveling I | Annual calendar I =g B Crml balances I
|E1 Tirme documents I IE. Calendar wiew I |Eﬂ1 Tirme accounts I
Ii% Cluota ove rview I

3. Click on “Day balance” if you want to report by day or “Cumulated balance” if

you want to report by pay period.

4. Click on the H icon.
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Cumulated Time Evaluation Results: Time Balances/Wage Types

Further selections || =+ Search helps || 5 Sort arder || =+ Org. structure

Feriod

O Today O Current month O Current year

O Up to today ' From today

@ Other period

Feriod To

| Payrall period |
Selection

Personnel Number 2

Time recording administratar
Selection Conditions 3 4

O Day balances 4 tao

O Tirme wage types to

[C}
o
=h:
2
@
o !
=0
[l
L
5
o
o
E
ol e]s

5. Click on the drop down to get the list.

Cumulated Time Evaluation Results: Time Balances/Wage Types

_llf? Multiple Selection for SALDI
Pet

E Select Single Walues Select Ranges | Exclude Single Yalues . Exclude Ranges
4/ [eIsing. 5

o
el | ]

Al

L
i | [=]

| [~

[Sal | (LI I[[]

"

o

¢

6. Click on the . change the “Maximum No. of Hits” to 9999
and green check. This will give the complete list of all the time types.
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7.

Click on the “TmType” to put in time type code in numerical order or click on
“Time type text” to put the list in alphabetical order by time type text.

Program Edit Gato  System Help

&

II:'?Time Type (17 500 Entries found 6

Cun| Ml ~

i

@ W
E NP EBEEE

=

8.

L |EII?‘

2| —
| | M

L |PsGp |TmType|Start Date |[End Date |Time type tét

a1 oooo - 01/01/1901 12/31/9999 Utility time type 1
a1 noot 01/01/1901 12/31/9999 Utility time type 2
a1 nooz - 01/01/1901 12/31/9999 Planned time
a1 ooos  01/01/1901 12/31/9999 Skeleton time
a1 ooos  01/01/1901 12731/9999 Flextime balance

a1 oooy  01/01/1901 12/31/9993 Flextime offset

A4 mam4dm a4 4 M40nd ASM4000N0 iHAmAAmae

a1 1] 01/01/1901 1273149959 0-1899 Reserved for SAP

a1 noos  01/01/1901 12/31/9999 Flextime excess/deficit

a1 ooos  01/01/1901 12/31/9999 Flextime (prev. period)

Select the time type you want to pull a report for by clicking on the line and

then click on the green check.

Cumulated Time Evaluation Results: Time Balances/Wage Types

[ 1
o

[= Time Type {11 500 Entries found [=]
= i |
81 8 |

vlmi[ﬁ]l[&!l-@i EEIET A

UPSGp_ |TmTypelstart Date |[End p4te [Time type text
a1 095 a1/a1/15320 1%1!9999 Period [=]
01 Z210 01/01/1990 12/31/9989 Personal Holiday (earned) (-]
01 Z113 01/01/1990 12/31/29599 Personal Holiday (used)
a1 Z229 01/01/1990 09/30/2010 Personal Holiday Accrual
01 Z007 01/01/1290 12/31/9999 Personal Holiday Corr
01 Z211 01/01/1990 12/31/9999 Personal Leave (earned)
01 2114 01/01/1290 12/31/9999 Personal Leave (used)
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9. If you want to pull a report for more than one time type, click on “Multiple
selection”.

Cumulated Time Evaluation Results: Time Balances/Wage Types

\_ = Multiple Selection for SALDI
el
Select Ranges | Exclude Single Values - Exclude Ranges
O_|Sing_|
i HENC) n
=l ]
dl=
{7
B = 9 [«]
| . [~]
e [l Em] - 0]

10. Check on all the boxes you want to pull a report for and green check.

Cumulated Time Evaluation Results: Time Balances/Wage Types

[= Multiple Selaction far SALDI
Pef I Time Type (11 926 Entries found
I= x
BIER B2 G I EE E EEEE
| |zz{Langisge key
| 101
1 A | TmType|Start Date |[End Date [Time type text 1
| | 01 Z510 01/31/2002 12/31/9999 Pass Travel Time [=]
=el | 01 Z098 01/01/1930 12/31/9999 Period @
Hi | 01 Z210 01/01/1920 12431/9933 Personal Holiday (earned)
1 | 113 01/01/1930 12/31/9999 Personal Holiday (Used)
= (229 01/01/1930 09/30/2010 Personal Holiday Accrual
= 01 Zoo7 01/01/1930 12/31/2999 Personal Holiday Corr
= O 01 Z211 01/01/1930 12/31/9999 Personal Leave (earned)
el [0 O 01 Z114 01/01/1930 12/31/9999 Personal Leave (Used)
O 01 Z407 01/01/1930 12/31/9999 Pl Hol Taken Unpaid
O 01 Z408 1140272010 12/31/9999 PI PDD Taken Unpaid
ren [l 1 PN O8Nt 1210008 Planned atten hirs Snnd =
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11. Click on the [icon.

Cumulated Time Evaluation Results: Time Balances/Wage Types

&)=

L [= Multiple Selection for SALDI
e
E Select Single Yalues (4) Select Ranges | Exclude Single Values - Exclude Ranges
9 [eJsing]
| Jr210(=) ]
] | |z11s
—{|[_|z229
' Sel| | |zoo7
A
a(in
—l= ]
L [~]
v (D alo
] 11
u /
£
¢

1. Select “Other period” radial button.

2. Enter the date range for your report.

3. Either enter the Personnel Number or select the | =

Org. structure

button to select all employees in a specific org unit.
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Cumulated Time Evaluation Results: Time Balances/Wage Types

O/
| Futherselections | % Searchhelps  [®  Sororder |

Feriod
(O Current manth O Current year
O Fram today 13
Period OB/02/2011 To [B8/31/2001
Selection "—_‘___,_,-"" 14 i
Personnel Mumter 2 |:

Tirme recording administrator

Selection Conditions
O Day balances

»
to

@ Cumulated balances Za10 Ll:l E
o [ ]

i

O Time wage types

B

“alue limits (hours) for timedwage types
[1Take account of value limits (hours)

Data format

Layout
4. Select the organizational structure.
5. Green check
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Cumulated Time Evaluation Results: Time Balances/Wage Types

Further selections || 5 Search helps || 5 Sart arder || 5 Ory. structure
Period
Today Current ronth Current yvear
Ip to today From today
I':‘:’ChDDSE Organizational unit
Mame D Code valid from [V |
[ ~ [J Organizational structure
J— ~ O O owR 0 50000105 1 05/01/2006  Unli
Sele O [ S5vwP Power & Risk Office 0O 50036361 1501 06/01/2008  Unli
I O O Deputy Director - CERS O 20039605 1201 07/01/2008  Unli
Pg I O O FloodSAFE Env. Stewardship & O 50042229 1100 Q7012009 Unli
Ti b OO [ Division of Statewide Integr. We O 50042654 1800 Q70172009 Unli
I B [ [ Division of Integ. Regional Wate O 50042680 1600 070172009 Unli
O [ cwFPEOffice of the Chief 0 50047212 0300 Q7012010 Unli
b O OEXECUY15 |OMISION O 50000106 0100 05/01/2006  Unli
Selg b O O Divigiffrmrriscal Services O 20000107 0200 05/01/2006  Unli
I [ [ Djefsion of Environmental Servin O 50000108 0300 03/01/2006  Unli
[ L blic Affairs Office 20000109 0401 03/01/2006  Unli
[ ' i 0 20000110 0300 03/01/2008  Unli
[ 20004111 g840-601-DM5 - 05/01/2006  Unli
— b O [ Bay-Delta Office O 20000112 1301 03/01/2006  Unli
“Wall I O [ Office of the Chief Counsel 0 50001193 0130 03/01/2008  Unli
I O O Division of Flood Management O 50000113 1401 05/01/2006  Unli
b O [ Division of Safety of Darns O 200001148 1700 05/01/2006  Unli
] I O [ State Water Project Analkysis Of O 50000121 1900 03/01/2006  Unli
Data I O O Division of Operations & Mainte O 50000122 2001 03/01/2006  Unli
L4 I O [ Division of Engineering 0O 50000123 3101 05/01/2006  Unli
b O [1SPECIAL STUDIES & TECH SUPPC O 0001517 6300 03/01/2008  Unli
] v 16
174 A K1Y

6. Click on the execute icon.
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Prograrm  Edit  Gota Systerm Help

& | A H SO BHE BDO0 BE @

Cumulated Time Evaluation Results: Time Balances/Wage Types

Fu}h{r selections || =53

Search helps

=

Sort order || = Org. structure

Feriod
O Taday 17
O Up to today
@ Other period

Feriod

O Current month
O From today

Qg/02/2011

| Payrall period |

O Current year

To a8 s31/2011

Selection
Personnel Mumtber

Time recording administrator

—

Selection Conditions

O Day balances

® Cumulated balances

£2110

O Time wage types

“alue limits (hours) for timefwage types

[ Take account of value limits {hours)

Data format
Layout
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7. Print the report by selecting the print button S or you can download to an
excel spreadsheet by selecting the save list in file button (53,

8. Once you have printed or downloaded to excel click on the E icon to
go back.
I;I:is‘[ Edit Goto Settings  System  Help
& 24 H @@ SRE DTas BE @

—

Cumulated Time E|19 ﬁ:; Re'sl}lf's;: Time Balances/Wage Types

||E| Choose |||E| Sa\re, ||§ ABC | | Print prewiew |

Cumulated balances

18

Data select. period 08/02/2011 - 08/31/2011

1841

Pers Mo [Name of employee or applicant | Period| TraType| Time type descript.

|= Murmber

466

211

587

8919
14594
2364
2874
2675
2831
5258
8461
6712
g351
85409

PATRICIA A ESQUIVEL

CHRISTOPHER C NAVARRETE

GERALDINE T HIGGS
MICHELLE KING BYRD

YOLANDA B EVANGELISTA

FMICHELLE M STARKE
RAYMOND WALDOWNC
WLkA Y ORDIZ

DAT CTLU
ELIZA H Y AM

LIMDA B INGALLS
DAMA A FERMANDEZ
MARINA GUERRA
sHNA DUSANMAPUDI

201108 2113
201108 2113
201108 Z113
201108 £113
201108 Z£113
201108 Z113
201108 Z113
201108 2113
201108 Z£113
201108 Z£113
201108 2113
201108 Z113
201108 Z£113
201108 £113
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Fersonal Holiday (used)
FPersonal Holiday (used)
Personal Holiday (used)
Personal Holiday (used)
Personal Holiday (used)
Fersonal Holiday (used)
Personal Holiday (used)
Personal Holiday (used)
Personal Holiday (used)
Personal Holiday (used)
Personal Holiday (used)
Personal Holiday (used)
Personal Holiday (used)
Personal Holiday (used)

g.00
g.00
g.00
g.00
g.00
g.00
g.00
27.00
24.00
16.00
g.00
g.00
g.00
16.00
= 163.00



9. To save the report Variant click on “Goto” tab then variants, then save as
variant.

1= R
Program Edt__Goto System Help

& [20 | D e e (DB
— ) -

. | User Varables Display...
Cumulated T———————— || Dever.

NI EIDET e — ;| SveAsVamnt.  Gms

| Further selactions || = Search helps || = Sort order || & Org. structure |

Period
C Today O Current month (O Cument year
O Up to today C From today
10. Enter the variant name and meaning of your variant.

11. Click the green check
12. Click the save.

L= L= L) L) ] oy
Yariant Edit Goto Environment  System  Help h
| 2 0 €6 DHE fDon BE @B
Var fribu
22 23 o]
’f—Coplvm'E Assignment J
Yariant Name ! E
Meaning Scrn Assignm.
Created |Selection Scrns
[ COnly for Background Processing | 1000
[ Protect “ariant
[JOnly Display in Catalog

[[] System “ariant (Automatic Transport)

BEEIE
Ohjects for selection screen
Selection Scrns|Field name Type|Protect field Hide field|Hide field 'BISY| Save field without values| Switch GPA o
1,000 start P 0 O ] O O
1,000 end = O O O 0 ]
A4 nnn Erd ~f im roari;e [} Lo | m ™ m | |
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Getting a Variant

Transaction Code: PT40

Menu Edit Favorites Extra
G o 2)
SAP Easy Access

1. Enter the Personnel number.

2. Click on cml. Balances.

Time Management Pool

\Z& Subsystern ||@ Selection |

yd

Selection
Personnel Mumber 2

[

Waork schedule rule

Time administrator
Adrinistrator group

Time Managernent Pool Tirme Data

|ET: Errar handling |

| Wyeekly calendar |

Manthly calendar |

Annual calendar |

|@ Attendance check | |E§|
|EE Time leveling | |E§|
|E1 Time documents | |Q

Calendar wiew

Balances

|E Time staternent

|E Balance overview

B¢ ™ Cmil balances

Hoy Titrie accounts

S Cluota overview

3. Click the Get Variant icon EJ.
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_Erngram Edit Goto Systern Help

& a0 Caa BHE DDO0 BR @
Cumulated Time Evaluation Results: Time Balances/Wage Types
k1
Furth?hqelectinns || 5> Search helps || 5 Sart arder || 5> Ory. structure
Feriod N3
O Today O Current manth O Current year
2 Up to today O From today
@ Other period
Feriod |l5’ To

| Fayraoll period |

4. Leave your user ID in the “Create by” or delete the user ID to see a list of all
saved variants.

5. Click the execute Icon.

IlI?Find ariant

variant | |
Environment 4 [

Created by (ABAILEY |
Changed by | |

Original lanaugge [ ]
5

[o]le]ele]e]

(%

0. Select the variant.

7. Click the green check icon.
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= 2B4P: “ariant Directory of Program RPTBALDD

BEEE =

“ariant catalog for program RPTBALOO

wariant name |short e [ption |E |P |change
AB_HDLIDA\(_WRK?ﬁdI Wotked on a holiday | A X ABAILE [<]
ARLEME PH USED ersonal Holiday used A .ﬁBNLEE
ARLEMNE 5T 5WC  |Arlene PH rept A ABAILE]

ARLEME'S DIREC  |Arlene's DD Leave Balance Rept A ABAILE]

ARLEME'S DIOCK,  |Arlene's Dock Rept. A | |ABAILE]
ARLEME'S INT Arlene's Int Rept A H ABAILE]
ARLENE'S OT Arlene's OT report A | ABAILE
ARLEME'S SHIFT  |Arlene's Shift Fept. A |ABAILE] [=]
[D] 7 [ KD

This has populated the saved variant in order to complete a report.
The selection period dates can be changed to a current pay period before executing the
report.
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Editing a Variant

1. Complete the steps in “Getting a Variant”.
2. Make all necessary changes to the selection conditions.
3. Click the save icon.

—_—

Prograrm  Edit  Gota  Systerm Help
V] 3 IH Q@@ BEE DY as BE @F

Cumulated Time Evalk(a‘tion Results: Time Balances/Wage Types

’

Further selections || o Search helps || = Sort order ||E> Org. structure

Feriod

O Today O Current manth 2 Current year

O Up to today O From today

@ Other period

Period To

| Fayroll period |
Selection

Personnel Nurber

Timne recording administrator

Selection Conditions

@ Day balances 2113 to E
O Cumulated balances to
O Time wage types to

“Yalue limits (hours) for timefwage types

[1Take account of value limits (haurs)

4. Click the green check
5. Click the save icon
6. Click “yes” to overwrite the variant.

If you are using another person’s variant and wish to save it as your own, you MUST
change the variant name to prevent from overwriting the original variant.
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Deleting a Variant

Transaction Code: PT40

Menu Edit Favorites Extra
G o 2)
SAP Easy Access

1. Enter employee’s Personnel Number.
2. Click on Cml. Balance.

Time Management Pool

|§i Subsystem ||‘ﬁﬁ selection |

yd

Selection
Personnel Number 2 (=)
Wiork schiedule rule

Time adrministrator
Administrator group

Time Managernent ool Tirme Data Balances
|5”|‘: Errar handling | |E§| YWeekly calendar | |E Time statement |
2
|@ Attendance check | | tanthly calendar | b |E Balance overview |
|EE Time leveling | | Annual calendar | B¢ ™ Cmil halances |
|Ei Time docurments | |Q Calendar view | Bey  Time accounts |
|£ Cluata overview |

3. Select the “Goto” menu, then variants, then delete.
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(=
Prograrn  Edit Goto  Systern  Help

@ | — 7 e cet. —— 1
c““|3 e | Display...

—————___ Selaction Screen Heb srifteFe | Deeten
EI| Back F3 | Save As Varant.. Cirles l

Further slections | ®  Seachhelps | ®  sortoder | Org. structue |
Period

O Today O Current month O Current year

CUp to today O From today

® Other period

period | B 1w |

| Payrol period |
_____ —

Persornel Number z

Time recording administrator =

4. Enter the variant name or the created by user id (your user id will be there by

default the each time you first use the PT 40 transaction)

5. Click the execute icon.
IlI?Find “ariant e
variant 2 o .
Ervironment <[] 2
Created by alabailey] | o
Changed by | | o
Original I~ [ ] =
L
6. Select the variant name you want to delete. (you should only delete variant

you created).

7. Click the green check button.
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I= Delete variants

EE B
Wariant catalog for program RPTEALOD

“ariant name | Short descriatin

|E |P |change

AR HOLIDAY YWRIK | EEs that wd 6 on & holiday
ARLEME PH USED  Pers | Holiday used
ARLEME ST 5WiC ne PH rept

ARLEME'S DIREC
ARLEME'S DOCK Arlene's Dock Rept.
ARLEME'S IMT Arlene's Int Rept
ARLEME'S OT Arlene's OT report
ARLEME'S SHIFT Arlene's Shift Rept.

A
AR
AR

Arlene's DD Leave Balance Rept A

S
x

ABAILE] [=]
ABAILE =]
ABAILE
ABAILE
ABAILE]
ABAILE]
ABAILE
ABAILE ]

| [«][»]

s '

8. Select “Only in current Clients”
9. Select Continue.
IE ABAP: Delete Yariants

o O n all clients P 8

v Conna s

10. Verify the variant name is correct

11. Select the Yes button.

III?DeIete wvariant

Celete variantvM CTO 7

@ \113

e Mo B Cancel
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Creating and Saving a Layout Variant

A report variant has a default layout. This layout can be customized to add, delete or
change column order. The layout can be saved in the variant so that each time a report is
generated it will be displayed the same way each time.

Note: Even though the instructions and examples are for a Cumulated Balances Report
(PT40) the steps are the same for other SAP HR reports too (i.e. CADO, CAOR, CAT4).

Creating a layout variant

Transaction Code: PT40

Menu Edit Favorites Extra
G e l
SAP Easy Access

1. Complete the steps required to run a report in PT40.
2. After generating the report, you can customize the way it is displayed by clicking

on the Current Layout icon &

Cumulated Time Evaluation Results: Time Balances/Wage Types
& F &Y | [ [@choose @sae | T % T @ asc | @ Printp

2
Cumulated balances

Data select. period 01/01/2008 - 01/30/2008

Paosition Pers.No. Employeefapp.name ~ Period |[TmType| Time type descript “'£ Number
0540-1470002] E:WSTEPHAMEIF'EHHTFUUEM 7899 |Regular Hours for Pay | 8000
Regular Hours for Pay ﬂ L 80.00
0540-1470002] 2216 2008012970 |SickLeave Beg balance | 478.25
Sick Leave Beg balance [« 478.25
psan-umun;@ 200801 :;950 [Vacation Begining balance 294.75
Yacation Begining balance & = 29475
n, = 853.00
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Removing Columns
The columns that are currently displayed will be listed under Displayed Columns.

1. Toremove a column from the list, first click on the column name

2. Then click on the right arrow Fto move it to the Column Set side.
3. Green check when finished making edits.

Example: To remove the column Time type, click on the name and then the right arrow.

Displayed Colu | Sort Order |

IRNRAEIE
Displayed Columns

Column Name

Filter §

Fosition
MName of employee or applicant

FPersonnel Number
Period

Time type ] |
Time type descript’
Mumber of hours |

«~ EH =

Wiew |

Display

)
Column Set

Column Name

Administrator group
Pers. administrator
Time administrator
Business Area
Company Code
Contralling Ares
Cost Center
Employes group
Employee subgroup
Functional Area
Fund

The column Time type is now in the Column Set list.

Displayed Colu | Sort Order |

G~ ~2|F]
Displayed Columns

Filter |

View

{ Display

|2

Column Set

|Cl::lumn MName = | Column Name
Position | Administrator group
Mame of employee or applicant Pers.administrator
Personnel Number Tirme administrator
Period L Business Area
Time type descript 4 Tirme type
Mumber of hours [w Company code
Controlling Area
Cost Center
Employee group
Employee subgroup
3 Functional Area
-
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Moving Displayed Columns
The order of how the columns are displayed can be moved.

1. Click on the column name.

2. Then Select the . I kot | buttons to move the the name where you would like to
it to be displayed before it.
3. Green Check when finished making edits.

Example: To move the Position column before the Period column.

Displayed Colu rtOrdar \ Filter | “iew | Display
B[~ [ 2= 5]

Displayed Columns Column Set
|Cc|lumn Mame = | Column Mame |
Fosition ‘—Llpnrl | | 1 Administrator group I-:‘:
Mame of employes or nt Pears.administrator [~
Fersonnel Mumber - Tirme administrator []
Period N4 Business Area
Time type descript. 4 Time type
Mumber of hours [w] Company Code
Controlling Area
Cost Center
Emplovee grougp
Employee subgroup =1
Functional Area [+~]

o« H %

The Position column will now be displayed before the Period column.

Displayed Colu § SortOrder § Filter | View | Display
[E1IENEAEIED G4
Displayed Columns Column Set
Column MName |E Colurmn Mame |
Mame of employee or applicant | Administrator group =
Personnel Number Pers.administrator [+]
Position I | ] Time administrator |
Period <l Business Area
Time type descript. L4 | Time type
Number of hours e Company Code

Contralling Area
Cost Center
Employees aroup
Employee subgroup

Functional Area =
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Adding Columns

To add column names to the Displayed columns list and specify the order you would
like the new column to be displayed:

Click on the column name listed under the Column Set list.
Under the Displayed Columns list, click on the column name that you would like it

1.
2.
to be displayed before.
3. Click on the left arrow J—l
4.

Click the green check when all edits have been completed.

Example: To add the column Employee Group to the report and to have it displayed

before the Period column, click on Employee Group and Period.

Displayed Colu i

G|~~~ |2|F
Displayed Columns

Column Mame
MName of employee or applicant

FPersonnel NMumber
Fosition
Period

Time type descript.
MNMumber of hours

«» (= =

Sort Order

. Filter |

Wienww |

Display

| G |

Column Set

Column Marme

Administrator group e
Pers.administrator -
Time administrator [
Business Area

Time type

Cost Center /El

Employes group

Employee subgroup —1

Company Code
Controlling Area
Functional Area [~]

Employee group will now be displayed before Period.

Displayed Colu ¢ SortOrder | Filter § “iew | Display
B[~ I=1=]=] 33
Displayed Columns Column Set
Column Mame E Column Mame
Mame of employee or applicant | | Administrator group | =
FPersonnel Mumber Pers administrator 1~
Position 1 | Time administrator
[ Employee group ] L Business Area
FPeriod 4| Time type
Time type descript. Company Code
Mumber of hours I Controlling Area
Cost Center
Ermployaa subaroup
Functional Area -
Fund [

/IZI
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Saving a Layout Display Variant

Once your layout has been customized, you can save it as a variant.

1. Click on the Save layout icon [ Save

Cumulated Time Evaluation Results: Time Balances/Wage Types

& P | & Y | & [ choose [M gave = % || T @3 | E E asc a3 Print

Cumulated balances o~
Data select. period 01/01/2008 - 01/30/2008

Employesfapp.name ] Fers.No. | Position EEGrp Feriod 'Time twpe descript. = b4 MHMumber
[STEPHANIE APETTITT| 2216 |0540-1470002 WG 2 200801 |Regular Hours for Pay | 80.00
- ' ' ‘Regular Hours for Pay i 80.00
2216 [0540-1470002 WG 2 [200801 [Sick Leave Beaq balance I 478.25
) ) ) Sick Leave Beg balance JLe A478.25
2216 |0540-1470002 VWG 2 (200801 [Vacation Begining balance 294 75
' ' ' acation Begining balance 4 = 294.T5
=N = = B53.00

2. In the Save layout field, enter a new layout name.

3. In the Name field, enter a layout description name.

4. Click on the Default setting box. (this will default for reports without layouts saved in
the variant)

5. Leave the box for User-specific checked.

6. Click the green check icon.

b= save layout
Layout ‘ll_ayclut description Cefault
T _FHUPLAY Arlene's nt fhup layout [=]
INTERMITTERT |Ardene's INT BEPT [=]
MEG OT Arlene's Megative OT Bept
OWERTIME Arlene's Owertime Ept
PHS USED Eeport on Personal Holiday's
Pl EH UP FPIFH UPLOAD LAYOUT
SHIET Arlene's Shift Report =
STATE SEY Arlene's PH Rept =l
(][] [ |[«][*]
2
Save layout PHS USED -] 5]
Mame: Feport on Personal Holidays 4
5 . Llserspecific [ Default setting"'—_'_
6
1
r 4
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The next time a report is generated, the layout will default to the variant you created.
Individual layouts can be created and saved for each report variant by selecting the
layout and saving the variant again.

Cumuilated Time Evaluation Resuits: Time Balances/Wage Types

® & B
| Further selections || =] Search helps || = Sart arder || =] Org. structure |
Periad
O Today ) Gurrent manth ) Current year
) Up to today ) Fram today
@ Other period
Period | To
Fayroll period
Selection
Fersonnel Number 2216 E
Time recording administrator
Selection Conditions
@ Day balances to ﬁ
) Gumulated balances to
(O Time wage types to
Walue limits (hours) for timelwage types
[ ] Take account ofvalue limits thours)
— \\
Diata farmat
Layout STEFF'S )

Download your report

1. With the report open, click on “List”, “Export”, then “Local file”.

= = Settings System Help
€ et shirceF1 1 IIEN €5 Q1 08 1 6 A & |
Ex Word processing... Shift+F5
_C Send.. Shift+F8 Spreadsheet... Shift+F4 res/Wage 1

Office folders

Report tree

Cumulated balances

Data select. period

11/30/2007 - 12/31/2007

Org.unij Position

| Pers.ND.] Employee/app.name

‘] TmTvpeI Employes subgrc

SRS 2530-6463013
2530 2530-6463013
2530 |2530-6463013

2507 AAROMN G LYNAM
2507
2507

~ AARON G LYNAM

100

7954 Perm Full Bi-Wee
|Z964  |Perm Full BEWee
|Zo74 Perm Ful BiFrwWee
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2. You will see the screen below. Click on “spreadsheet” and then click the green
check.

IE'SE\:E list in file... =

In which format should the
list
b =zaved ?

Oy unconverted 2
?@\E‘Spmadsﬁeet

O Rich text format
(O HTHML Format
O In the clipboard

3. Select the drop down menu for the Directory. To select where to save and name
the file.

[ Cumulated Time Evaluation Results: Time Baknces/VWage Types

Directory C:\Dlbcuments and Settings)mmiesSap\WorkDir @1
File Name XLS [=
Encoding |

Generate || Replace

4. Select the directory to save the file.
5. Name the file
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6. Click on save.

Cumulated Time Evaluation Results: Time Balances/Wage Types

T BT BB oo | seee]| 256 | [PDE) | [)[E 2ec] | [ rre

[E Curmulated Time Evaluation Results: Time Balances/\Wage Types 3] /I
Save As
L My Documents &) Amartization 4 99
4 'i M}r Cgmputer l%‘l".ﬂ'l" lon - linda Crame
. 4 jork Flaces | Contains letters, reports, and other docums
My Recent Do | ort ECOpy O COpy or CODF 1 1
@ &~ T EFG - Retro time posting_files B Cost Center Mis Match
) FlexSheet &) Cost Center Mis Match
Desktop CMSA Error File E)cTo 112107
= CFTEL - error copy &) excess hours 09-07
[ ¥ ? CASA 5-7 E)excess hr 08-07
i Unusad Desktop Shortcuts B Flex 11 & 12, 2005
My Documents| [ Us #)o & MHQ CTO
- CAVELP E)oT te CTO 11-21-07
9 =] 1time code E]time code
= 2008 biweekly calendar
My Computer | E2]7000s VPLP 6
«) |- | B B
File name: |123?e1:e¢s hour =l e | ] I 5\.& I
iy Hetwork Pl
Save as ppe: | EXCEL Files (".XL5) =] | I Cancel I
Parameter | o) |
7. Click on the “Generate” button.
=
List Edit Goto Settings System Help
& | Bl A H @@ CEE oo EE

Cumulated Time Evaluation Results: Time Balances/Wage Types

E[F] | ][] | [B][E croos ][ sove ] | (215 | ()22 | [E[E ~oc)| (&

[& Curmulated Time Ewaluation Results: Time Balances/\Waage Types
Directory |C:'-._D|:|curnent5 and Settings\mmilee\Desktop', [ﬁ’;]

File Mame 1207 excess hour.XLS [ﬁ’:ll
Encoding T

| Generat | Replace || Extend |

8. Go to the directory to pull your file.
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Orgunit | Position

2530/2530-6463013
2530/2530-6463013
2530 2530-6463013

2550 2550-68458500
2550 2550-68458500
25502550-6848500
2540 2540-6457180
2540 2540-6457180
2540 2540-6457180

2550/2550-6267061
2550 2550-6267081
2550/2550-6267081

11/30/2007 - 12/31/2007

Pers.Mo.  Employes/app.name

2507 AARON G LYNAM
2507 AARON G LYNAM
2507 AARON G LYNAM

AARON G LYNAM

111 ABRAHAM GUTIERREZ
111 ABRAHAM GUTIERREZ
111 ABRAHAM GUTIERREZ

ABRAHAM GUTIERREZ

5843 ALFREDO TOY, JR
5843 ALFREDO TOY. JR
5843 ALFREDO TOY. JR

ALFREDO TOY, JR
5841 ALISA ROCKWELL
5841 ALISA ROCKWELL
5841/ ALISA ROCKWELL

TmType

7954
2964
2974

2954
7964
2974

7954
7964
2974

7954
7964
974

EE subgroup WS rule
Perm Full Bi-We T-OP-7D
Perm Full Bi-We T-OP-TD
Perm Full Bi-We T-OP-7D

Time type descript Period

Wacation ending b
Annual Leave end
Sick Leave end ba

Perm Full Time
Perm Full Time
Perm Full Time

Perm Full Time
Perm Full Time
Perm Full Time

Perm Full Time
Perm Full Time
Perm Full Time

5/8/1940 Vacation ending b:
/8/1940 Annual Leave end
5/8/1940 Sick Leave end ba

5/8/1940 Vacation ending bs
940 Annual Leave end
5/8/1940 Sick Leave end ba

5/8/1940 Vacation ending be
940 Annual Leave end
5/8/1940 Sick Leave end ba

9. You can sort out your report however you want it to look.

200712
200712
200712

200712
200712
200712

200712
200712
200712

200712
200712
200712

MNumber

0

845

0

84.5
641.75
0

413
1458.75
2805
0

197
47745
40

0

49

111 ABRAHAM GUTIERREZ
111 ABRAHAM GUTIERREZ
111 ABRAHAM GUTIERREZ

2607 AARON G LYMAM
2607 AARON G LYMAM
2507 AARON G LYMAM

5343 ALFREDO TOY, JR
5843 ALFREDOD TOY . JR
5843 ALFREDOD TOY . JR.

Wacation ending balance

Annual Leave end halance
Sick Leave end balance

“acation ending balance
Annual Leave end halance
Sick Leave end balance

Wacation ending balance
Annual Leave end halance
Sick Leave end balance
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Time Type Selection For Reports

Excess hours end balance report
Z753 — Excess hours ending balance

CTO report
Z105 - CTO used
Z152 — Mentoring, CTO used
Z161 — FMLA — CTO used
Z250 — CTO Earn
Z661 — BU12 Safety Correction - CTO
Z674 — CAT CTO Transfer
Z219 — OA Incentive CTO (used)
Z023 — OA Incentive CTO correction

OT report

0040 — Overtime worked (overtime at 1.5)
Z040 — Overtime at 1.0

Z050 — Overtime total month

Z600 — Overtime (1.0) to CTO

Z601 — Overtime (1.5) to CTO

Pl report

0040 — Overtime worked (overtime at 1.5)
Z040 — Overtime at 1.0

Z050 — Overtime total month

Z063 — Hrs. Int Range Change Correction
Z065 — Hrs Int SISA/MSA Correction
Z067 — Hrs Int Retirees to 960

Z068 — Hrs Int Student 1500 Correction
Z069 — Hrs Int Day Class 0835 Correction
Z095 — Hrs Int Student Month

Z400 — State Service

Z401 — State Service Carry Fwd

Z403 — Hrs Int Toward 1500

Z404 — Hrs Int Retirees to 960

Z405 — Hrs Int Students to 1500

Z406 — Hrs Int Actual Day Worked

Z421 — Hrs Int PERS Retirement

Z422 — Hrs Int to Prob Period

Z423 — Hrs Int to SISA/MSA

Z424 — Hrs Int to Range Change

Z425 — Hrs Int to Insurance CP

Z899 — Regular Hours for Pay

Z142 - Furlough hours used

Z600 — Overtime (1.0) to CTO
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Z601 — Overtime (1.5) to CTO
7987 — PLP2 Correction

Dock report

Z103 — Unpaid Leave (AWOL)

Z106 — Unpaid Leave (DOCK)

Z108 — Unpaid Leave (FMLA)

Z260 — Unpaid Leave (CFRA)

Z127 — Unpaid Leave — FMLA/CFRA
Z111 - Lost Time Docked

Z140 — Military Leave (spouse)

Z158 — Mentoring, Unpaid Dock

Excess hour end balance
Z753 — Excess Hours Ending Balance

Holiday credit earned and used
Z109 — Holiday Credit

Z130 — Holiday Credit (used)
Z212 — Holiday Credit (earned)
Z213 — Holiday Credit transfer

FMLA qualify hours report
Z200 — Hours for Pay
Z203 — Evening Shift
Z204 — Night Shift

Z217 — Training Instructor
Z218 — Training Attendee

Leave usage report

Z101 — Lost Time — Annual Leave
Z102 — Lost Time Waiting - AL
Z104 — Bereavement Leave

Z105 - CTO used

Z107 — Excess Hours (used)

Z113 — Personal Holiday (used)
Z114 — Personal Leave (used)
Z115 — Lost Time — Sick Leave
Z117 — Sick Leave (self)

Z118 — Sick Leave (family)

Z120 - Lost Time Waiting Sick
Z123 — Lost Time - Vacation

Z124 — Lost Time Waiting - Vacation
Z126 — Catastrophic Leave (AL)
Z132 — FMLA - Annual Leave
Z133 — FMLA — Sick Leave (family)
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Z134 — FMLA — Sick Leave (self)
Z135 — FMLA - Vacation

Z138 — Catastrophic Leave (VA)
Z139 — Transfer of agency leave
Z142 — Furlough Hours Used
Z150 — Mentoring Leave, Used
Z151 — Mentoring, Annual Leave
Z152 — Mentoring, CTO used
Z153 — Mentoring, Excess hours
Z154 — Mentoring, Holiday Credit
Z156 — Mentoring, Personal Holiday
Z157 — Mentoring, Personal Leave
Z158 — Mentoring, Unpaid Dock
Z159 — Mentoring, Vacation
Z161 - FMLA - CTO

Z162 — FMLA Holiday Credit
Z163 — FMLA Personal Leave 2
Z164 — FMLA Personal Holiday
Z165 — FMLA — Personal Leave
Z219 — OA Incentive CTO (used)
Z952 — Vacation used

Z962 — Annual Leave used

Z972 — Sick Leave used

Z986 — PLP2 used

Z982 — PLD Excluded (used)
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SECTION VI

EXCESS HOURS
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Excess Hours Earned and Used

Excess/Deficit Hours:

An employee on an alternate workweek (AWW) schedule will not always work the
required number of hours (168/176) in a pay period. In order to achieve the appropriate
pay period hours each month, an "excess/deficit" hour account will be established in
SAP for employees on an AWW schedule. These hours are accumulated and
accounted for on an hour-for-hour basis separately from any other leave as long as the
employee participates in an alternate workweek schedule. The accumulation and use of
excess hours will be noted on the time statement in SAP. If an employee transfers
out of alternate workweek schedule or becomes Permanent Full Time, all excess
hours need to be zeroed out by either recovery from other leave if negative or
transfer to Quota if positive.

"Excess" hours are a "plus” figure. They are not CTO and therefore are not used or
compensated as overtime. Excess hours will be used to supplement time before
vacation, annual leave, CTO, or personal leave is used. If no excess hours are
available, a negative figure will calculate on the SAP time statement. Other leave will be
used if an employee comes off of an alternate workweek schedule with a negative
excess hour balance.

Excess hours are carried over to the next pay period and used when the hours worked
are less than the total required for the pay period (see "deficit hours" below). However,
overtime hours worked are not considered to be excess hours and will be
compensated in cash or may be transferred to CTO. Excess hour balances should
never exceed a total of 24 hours. Any excess hours over 24 will be paid as straight time
or converted to an excess hour quota balance in SAP to be used by the employee as
leave. If an employee transfers, separates, changes to a different alternate work
schedule, or returns to a regular 5/8/40 work schedule, any excess hours accumulated
will be cashed out at straight time.

"Deficit" hours are a "minus" figure that may be carried into the following month.
Deficit hours may not exceed -24 hours. To bring a balance below -24 hours, the
employee will use vacation, annual leave, CTO, or personal leave credits. If the
employee separates, transfers to another agency, changes to a different alternate work
schedule, or returns to a regular 5/8/40 schedule and a deficit balance exists, vacation,
annual leave, CTO, or personal leave credits will be used to cover the deficit hours. If no
vacation, annual leave, CTO, or personal leave exists, an accounts receivable will be
established.

Note: this information is from the EPG (Enterprise Process Guide) titled Alternate Work
Schedule Rules-Attachment B.
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Excess Hours Report

Transaction code: PT40
1. Enter your personnel #.

2. Click on cumulate balances.

Personnel Mumber |&6€.5\

(&) MARILYN M LEE

work schedule rule |

Time administrator
Administrator group

1

Time Management Poal

Time Data

|.5”u Error handling |

|@ Attendance check |

|E§ Time leveling |

|Ea Time documents |

|E§I Weekly calendar |

|E§I Monthly calendar |
|EEI Annual calendar |
|Q Calendar view |

3. Go to the Org. Structure and select your unit.

4. Click the Green check.

109

Balances
@ Time statement |
‘& Balance overview |
B¢ cml. balances” |
By Timeaccounts |
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Further selections || 5 Search helps || = Sort order || = Org. structure
*eriod
i Today l@choose Organizational un 3 2
 Up to today '
> - Mame | Code [valid from  |v
® Other period ~ [ organizational strugture
Period ~ O O owr 0 50000105 1 05/01/2006 Ut
| Payroll period | [ I:IDC K5 - Executive Management 0 50010706 1201 05/01/2006 Ut
I il Aep. Director Regional Wir Fing &:0 50034246 0100 07/01/2007
I+ O [0 EXECUTIVE DIVISION 0 50000106 0100 05/01/2006 U
ielection I [ [ Division of Envircnmental Services 0 50000108 0300 05/01/2006 Ui
Fersonnel Number I [ [ Public Affairs Office 0 50000109 0401 05/01,/2006 Ut
Time recording administrator b O [ Bay-Delta Office 0 50000112 1301 05/01/2006 Ui
I [ [ pivision of Flood Management 0 50000113 1401 05/01,/2006 Ut
I [ [ Division of Safety of Dams 0 30000115 1700 03/01/2006 Ur
I [ [ State Water Project Analysis Office 0 50000121 1900 05/01,/2006 U
;election Conditions b O [ Division of Operations & Maintenar 0 50000122 2001 05/01/2008
() Day balances I [ [ Divisien of Engineering 0 50000123 3101 05/01/2006 Wi
® Cumulated balances
2 Time wage types
falue limits (hours) for time/wag
[ Take account of value limits 4
vata format
Layout /
y <10 KT | Ea(|| K1
¥ |
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5. Select the “Other period” radial button and enter the day range.

6. Select the “Cumulated balances” radial button under Selection Conditions section
and enter Z753 (Excess hour ending balance) in cumulated balances box.

7. Delete the personnel #.

8. Execute.
p. 4
/[ Further selections || 5 Search helps || 5 51 br ||E> 0Org. structure
Period '
O Today (2 Current month O Cxgent year
O Up to today 2 From today
@ Other period
/ Period l3/o01/2008 Iﬁ’] To
| Payroll pericd | 7
Selection N
Persennel Number 4625
Time recording administrator
6 6
\ Selection Conditions
N (O Day balances \ to
@ Cumulated balances 47753 to E
O Time wage types to

9. Green check if you get an error message box.

I@Error messages

]

| Typ |F'ers.N0. |Err0rtext
E 00008345 Personnel number 00008345 rejected as infotype POO02 is missing

0
[0 (]

IIIJZ/ lalo
I 4

JEDo=
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10. Select the change layout button &,

List Edit Goto Settings System  Help
@ 24 e BRHE 0L 0 BR @E

Cumulated Time Evaluation Results: Time Balances/Wage Types

EChnnseH&l Save| ||§ AEIC| | F'rintpreview|

Cumulated balancey *°

Data select. period 08/02/2011 - 08/31/2011
Pers.No |Name of employee or applicant | Period| TmType| Time type descript. |= Number
112 TARA A SMITH 201108 | L7533 Excess Hours Ending Bal 0.0a
228 CHARLOTTE E CORCHM 201108 L7753 Excess Hours Ending Bal 0.0a
330 MICHAEL K ABICLULI 201108 | 2753 Excess Hours Ending Bal 0.0oa
490 TARIC M KADIR 201108 | Z753 Excess Hours Ending Bal 0.0a
777 TERESA C GEIMER 201108 L7583 Excess Hours Ending Bal 0.0a
873 PARYIZ NADERTEHRARNI 201108 Z7543 Excess Hours Ending Bal 0.0o
1303 MARK A HOLDERMARN 2011082753 Excess Hours Ending Bal 0.0oa
1487 FRAMCIS | CHUNG 201108 L7583 Excess Hours Ending Bal 0.0a
1670 DOAGEL N 1 PARI | A IN1INA 7763 |Fxrees Hoors Endinn Rall A& N

11. Under Column Set scroll down and select “Work schedule rule (short)”, add to
the Displayed Columns, then green check.
This will add in the employees work schedule for the date selected into the

report.
lI:D’Change Layout
Displayed Calumns Sort Order - Filter . View . Display
[Ba] [+[~[2]=]
Displayed Columns Column Set
caolumn Mame [=] Column Marme |
Personnel Mumber Payroll area (technical) [=]
Mame of employee or applicant Waork contract (technical) [+]
Period Cost center (techm.)
Time type Organizational unit (techn.) 11.1
Time type descript. Paosition (techn.)
Mumber of hours Johb (techn.)
FPayroll admin. (techn.)
HR administrator (techn.)
Time rec. admin. (techn.)
11.3 Wark schedule rule text
11. [work schedule rule (shorty | o
- Gender
(<]
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12.Review your report to see if any of your employees has over or less than 24
hours excess hours balance.

Cumulated balances

Data select. period 08/02/2011 - 08/31/2011

Zers.Mo|Mame of employee ar applicant | Period| TmType| Time type descript. [= Mumber[ws rule
4408 RICHARD J CARTER 201108 | Z753 Excess Hours Ending Bal 0.00 |5/8/40
4408 DAYID VW BRADLEY 201108 Z753 Excess Hours Ending Bal 4.00- ALT410-F
4421 JOSE H MOLDOGO 201108 | Z753 Excess Hours Ending Bal 0.00 |&/8/40
4423 ROBERT L PERRY 201108 Z753 Excess Hours Ending Bal 18.00- |ALT980MEBE
4473 ANGELICA G AGUILAR 201108 | Z753 Excess Hours Ending Bal 0.00 |&/8/40
4508 RICHARD B BEEWER 201108 Z753 Excess Hours Ending Bal 0.00 |5/8/40
4572 JOSEPH P MEILAMN 201108 | Z753 Excess Hours Ending Bal 18.00- |ALT980FB
4578 MARGARET A RINGLER 201108 Z753 Excess Hours Ending Bal 0.00 |5/8/40
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Reducing a Negative Excess Hour Balance

If an employee has a negative excess hour balance that exceeds 24 hours, two (2) time
transfers will be needed to reduce the negative balance. Any leave credits may be used
except for sick leave credits.

Transaction code: PA61

1°' Time Transfer

Enter employee’s personnel #.

Select Time Transfer Specifications, #2012.

Use the drop down menu in the “STy” box to select Z013 “Excess Hours BALAN

Correction” or you can type in “Z013".

4. Click Enter. Enter the period (best to use the last day of the pay period in which
the excess hours report was completed) in the “From” box and leave the “To” box
blank.

5. Click on Create icon

wnN e

wriE]  MIdINWEIN 1IMeE vdld [ resncuons |

o D1 [ ] =T
/‘D Personnel no. 1479 PSG |TrTy |'I‘|me transfer type text 1

IE Listentry| |F§I Week”ﬂ—ﬁl Mnnth”ﬂ—zl ‘r‘ear| I= i

BETTY F GRAY WWG 2 01 Z671 CAT Annual Leave Transfer
Perm Fart Time 01 Z674 CAT CTO Transfer

01 Z676 CAT Holiday Credit Trnsfr
01 Z675 CAT Personal Hol Transfer
01 Z673 CAT Personal LV Transfer

= | Rank and File

Rank/File BUO2 DWR Position 1730-3137001

Time Quotas i Time Management Data 01 Z679 CAT PLP2
01 Z672 CAT Vacation LV Transfer
E Infotype text |E| |_| Feriod 01 0802 Compensation time to flex
Absences, 2001 [«]| | @ Period 01 G CTO Correction )

— 01 Z61 CTO Safety Correction
Attendances, 2002 From |08/01/2007 ., TEOK Day has been processed
Substitutions, 2003 O Today 01 Z031 End Qual Fract Mths Corre
Time Transfer Specifications, 2012 Qall 01 Z030 End Qual Time Hours Corre

O From curr.date 01 7013 Excess Hours BALAN Correc

OTo ¢ - 01 Z003 Excess Hours QUOTA Correc
o Curren ate
01 Z602 Excess Hrs bal to Quota 3 2

\
\
[T TT]

O current Period 01 0895 Extend entit. to time off
- |E| 4 2 01 0801 Flex to compensation time
01 0101 Flex to FV, off for diff.
Direct selection 81 Entries found
Infotype Time Transfer Specifications, 2012 | 5Ty |2013 | Excess Hours BALAN Correc ‘ ‘
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7 9

-

Infotype Edit Goto Extras

&

éﬂm Help

B dH @@ SHE BDLa8 EE @

Create Time Transfer Specifications, 2012

CEJRFEIED Persont g ke sure the  [2ceion Jl Cost e
I Persho 1479 dates are the LY
Fi_] Rank and File / VWG 2 WkSchdl  [5/8/40
< & Rank/File BUD Ferxq Fart Time DWWR. Position 1730-3137001
Start 08/01/2007 To 0E/01/2007
Time transfer specification
Time transfer type Z013 Excess Hours BALAN Correc
L H . —
——_|| Mumber of hours 20| Hours 6
6. Enter the # of hours you need to do time transfer. (Positive #)
7. Click on Edit and select “maintain text” to enter long text. Enter the long text.
Then green check and Save.
8. Make sure the dates in the “Start” and “To” boxes are the same.
9. Click on Save.

2" Time Transfer

1.

2.

3.

Enter employee’s personnel #.
Select Time Transfer Specifications, #2012.

Use the drop down menu in the “STy” box to select the type of leave the
employee wants to use to recover the negative excess hours. *

Click Enter. Enter the period (best to use the last day of the pay period in which
the excess hours report was completed) in the “From” box. Leave the “To” box
blank.

Click on Create icon.
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-
|| Listentr',r||||3§| Week”@l Month”ﬁgl Year|

Personnel no. ||14’-’9 [ﬁ’)
p e 2
Rank and File 1 Perm Part Time
Rank/File BUOD DWR Position 1730-3137001
Y 4
""" Infotype text |E |_| Period
Absences, 2001 [«]| | @ Period
_Attendances, 2002 [+] From |08/01/2007|To I—‘
N ] Substitutions, 2003 O Today O Curr.aweek
D_ O All O Current menth
- O From curr.date O Last week
| {2 Te Current Date O Last month
. O Current Period O Current Year
|| (=] |E Choose |
[+]
A 2
Direct selection
Infotype Time Transfer Specifications, 2012| STy |Z000 | Annual Leave Correction
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6. Enter the same amount of hours that you transfer to excess hours except you
need to enter a minus symbol.

7. Click on Edit and select “maintain text” to enter long text. Enter the long text.
Then green check and Save.

8. Make sure the dates in the “Start” and “To” boxes are the same.

9. Click on Save.

9

._.Infut',p/cht Goto  Extras S_,_Stg Help
@ 1 AHICe@ CHE SDO0 FE @o

7 - - - -
Crtaxe Time Transfer Specifications, 2012
Personal wo — fion || Cost assignment || External services
EEEIE e o= s IE
[{ perstio 1479 dates are the
Fi Rank and File k, WG 2 wkSchdl  |5/8/40
< & Rank/File BUD9 Perm Part Ti DWR Position 1730-3137001
Start 02/01/2007 08/01/2007
A
Time transfer specification
[T Time transfer type Z000 Innual Leave Correction
———|| MNumber of hours —40| Hours

Note: If there are other time transfers with the same date, a “Collision” message will
appear. This is just a warning message. Just green check the warning message and
save again to save the newly posted time transfer.

*Depending on what leave credits the employee has requested to use, it will determine
what subtype you will be using. The other subtypes that may be used are:

Z000 Annual Leave Correction

Z002 CTO Correction

Z004 Holiday Credit Correction

Z007 Personal Holiday Correction (may be used in 8.0 hr increments ONLY)
Z019 PLP2 Correction

Z012 Vacation Time Correction
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Excess Hours balance to Quota
(Use or Cash Out)

If an employee has a Positive excess hour balance that exceeds 24 hours, one (1) time
transfers will be needed to move the balance to the Quota. A second time transfer will
be completed by the Personnel Specialist if the employee is going to cash out the
hours. A second time transfer is not need if the hours will remain in the quota for usage.
If an employee transfers, separates, changes to a different alternate work schedule, or
returns to a regular 5/8/40 work schedule, any excess hours accumulated will be
cashed out at straight time.

Transaction code: PA61

Enter employee’s personnel #.

Select Time Transfer Specifications, #2012.

Use the drop down menu in the “STy” box to select Z602 “Excess Hrs bal to
Quota” or you can type in “Z602".

4. Click Enter. Enter the period (best to use the last day of the pay period in which
the excess hours report was completed) in the “From” box and leave the “To” box

wN e

blank.
5. Click on Create icon
=
Time data Edit Goto Extras  LUtilities(h) Settings  Systemn  Help
& 4 HISE 2 EE BDO0 | EHE @

|5 |aintain Time Data
| List entry | | Waek || kanth || Year |

Personnel no. 1479
REEECCA F BARRCH WG 2
Rank and File Perm Part Time
Rank/File BLUOS DWWR Position 1730-3137001
YWarking Times Time Quotas . Time Management Data
Infatype text |s||_| Period I4_I
Absences, 2001 []| | @ Period /I_I
_Attendances, 2002 [~] From (08/31/2011|To
| |substitutions, 2003 O Today O Curr.week
| |Time Transfer Specifications, 2012 O Al ) Current maonth
_‘\ O From curr.date O Last week
|| 2 O To Current Date O Last month
| O Current Period O Current Year
| [=] |E| Choose |
] -| |
Direct selection / |3_|
Infotype Time Transfer Specifications, 20 STy |£Z602 | Excess Hrs bal to Quota:
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Enter the amount of hours that are over the 24 (Positive #).

Click on Edit and select “maintain text” to enter long text “EE is using excess
hours” or “EE is cashing out excess hours.” Then green check and Save in the
text screen.

8. Make sure the dates in the “Start” and “To” boxes are the same.

9. Click on Save.

No

=

Infotype Edit Goto  Extras  System  Help

G (d B eee CHE Ehhs 0n 0

7 - -
Chcdte Time Transfer Sped?9 htions, 2012
|:||:| |:|||ﬁ Personal work schedule | ‘ Activity allocation || Cost assighment || External servi

Fershlo 1478 REBECCA F BARROM
Rank and File 8 WA 2 WikSchdl  |5/8740
RankiFile EIUI# rrm Part Time OWR Position  1730-3137001
Start A8/31/2011|  Tao 08/31/2011
Time transfer specification
Time transfer type Z602 Excess Hrs bal to Qiuota
Murnber of hours 10, Hours
-, 5

Note: All Excess hour cash out must be approved by employee’s supervisor prior to
completing the time transfer. After the hours have been transferred to a quota,
timekeeper must e-mail Personnel Specialist to manually key hours for pay, and the
Personnel Specialist will complete the second time transfer to cash out the hours.

Effective date of the time transfer should use the end of the pay period.
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SECTION IX

ALTERNATE WORKWEEK
SCHEDULES (AWW)
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AWW Schedules

Use this procedure to create a new work schedule for an employee who is changing
their planned working time.

A DWR 4191 must be completed and submitted to the HR Office for any 9/8/80
or 4/10/40 Work Schedule Rule (WSR) prior to the start date

A DWR 4192 must be completed and submitted to the HR Office for the
termination of any 9/8/80 or 4/10/40 WSR prior to the termination date.

When changing to a 9/8/80 WSR, change must be made before hours are

recorded in the CATS. Change should not be made retroactively for the 9/8/80
WSR.

The effective date of all work schedule changes must be at the beginning of a
working week which is Monday.

Changing to a 9/8/80 WSR requires a two step process. If this change is made
retroactively a time evaluation will be needed.

NOTE: The instructions below are for changing a 5/8/40 to a 9/8/80 AWW with a

Floating Friday. Other AWW schedule change instructions are included in
the Enterprise Process Guide Personnel 21: Alternate Workweek
Schedules.

Transaction Code
PAG1L
1. Enter the transaction code.

2. Green check.

il

| Menu  Edit Favarites Extras Systemn Help
| & e d—|1_| =z < =N |
'Sbﬁ-z-jy Access - User menu

EEl= [~ l[=]
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3.  Enter the employee’s personnel number.

4.  Click the Time Management Data ( TimeManagementData  tab

5.  Enter the effective date of the schedule change in the “From” box. (“To” box
should be left blank.

5. Select |_JPiannedWaorking Time, 0007 7| | from the infotype text.

6. Click the CREATE El icon to begin the transaction.

L=

Time data Edit Goto  Extras  Utilities(h) Settings  System Help
& DA H @@ SRR Do BHE @«

Maintain Time Data

| List entry | | YWieek || Month || Year |
Persognel no.
7 RN

Warking Times '| G ERRIL R Time Management Data

Infotype text |s||_| Period
Crganizational Assignment, 0001 [«]| | ®Period

" |Personal Data, 00 6 E‘ From To

5, 0003 _|{| | O Today O Curr.week
rlanned Working Time, 0007 O Al O Current manth
_Time sheet Defaults, 0515 CIFrom curr.date ) Last week
- O To Current Date O Last maonth
- O Current Perind O Current Year
|| |§| |E Choose |
[~]

Direct selection
Infotype STy
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8. Verify the correct effective date defaults from previous page.

9. Verify end of time date defaults (13/31/9999)

10. Click the CHOOSE FROM PICK LIST icon in the Work schedule rule field to select
the appropriate WSR

=
Infotype  Edit Goto Extras System Help

(VI 3/ 0H @ CHE ShLaa IBREI®
Create Planned Working Time, 0007

D[:I |m Wark schedule ]

Persho 3624 8 :RDBIN J LEMAY
Fank and File WG 2 9
RankFile EJLJ[HK Perm Full Time DWER Position  2510-9157x0x
Start prieaietbef@To  [12/31/9999
Work schedule rule 10
Work schedule rule \5/8/40 /
Time Mgmt status 99- Negaiive Time Recorder (FT/PT, Monthly) =]
\Working week |01 Monday to Sunday :]:
ClPart-time employee
Working time
Employment percent | 100.00) [ Dyn. daily work schedule
Daiby working hours _' o.60|
Weekly working hours . 0.00]
Monthly working hrs . 0.00]
Annual working hours _' a. EIEL:
Weekly workdays | 06.90]

11.  Highlight the appropriate WSR. Example: ALT980FB 9/8/80 — Fri off WW08
9/8F

12.  Click the ENTER icon to bring the desired work schedule to the Work
schedule rule field.
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[ErRestrict Value Range (5) 96 Entries found [

Festnctions

hedule rule test |Pws |Start Date [End Date |
R WW 0L WwW 07 S840 0140171990 12/31/9599
ALT410-F  4/10/40 Fri Off  Ww 01 410F 01011990 1273179999
ALT410-H  4/10440 Thur Off Ww 01 410H 0170171990 12/31/9599
ALT410-M 4710440 Mon Off W 01 410M D1/0171990 12/31/0900
ALT410-T 410440 Tues OF Wi 01 4107 0140171990 12/31/9599
ALT410-W 4710440 Wed Off W 01 410W 01/01f1990 1231/9990
ALTOB01A Qfe/e0-ALTF W-T OFF Ww D8 9/81 017011990 12/31/9900
ALTSB01E 9/3/80-ALTF W-T OFF WW 02 9/81 01/01/1990 12/31/9999
ALTOROZA 98 TS-MOFF WW 11 Of82 01/0171990 12/31/9999
arosoze o] 11 frsmorrww 1l o2 010171990 123149599
ALTSRORA /5 [T F-5 OFF W Of83 01/01f1000 13310900 |
ALTSE0E8 A/S0-ALTT F-SOFF wWAW 09 983 0170171900 12/31/9399 ]
ALTSE0FALA 220 - Fri Off Ww 08 9/gF 01011990 12/31/9999
AL 2880 - Fri Off Ww 08 OfeF 01011990 12/31/9%09
ALTSE0ME 9/2/80 - Mon OFf Ww 12 9/gM 01011990 12/31/9999
ALTIBOME 0/3/20 - Mon Off Ww 12 ofeM 0101f1000 12310000
ALTDO-FS ALTDO-FS W 01 wWw 07 5240 0140171990 12/31/9539
ALTDO-MT ALTDO-MT W 01 WWO7 5840 01011990 12/31/9999
ALTDO-SM ALTDO-SM WA 01 Wwr 07 G240 0140171000 127319000
ALTDO-TF ALTDO-TF WW 01 Ww 07 S840 0140171990 12/31/9599
ALTDO-TW ALTDO-TW Wiw 01 W 07 S840 010171990 12/31/9999
ALTDO-WS ALTDO-WS Ww 01 wWw 07 WS 017011990 12/31/9599
ALTDO-WT ALTDO-WT Ww 01 WW 07 5840 01011990 12/31/9999
EVEMN EVENIMNG M-F Wil 01 W 07 EVEN 010171990 12731/0200
EVEM T-5 EVENING T-5 WW 01 WW 07 METS 010171990 12/31/9599
FLEXTIME Do Mot Use Wi 01 S840 010171990 12/31/9999
M-DE M-F DaY/EVEN M-F Ww 01 WwW 07 DE 0170171990 12/31/9999
M-EDMF EVEM/DAY MF WW 01 WWw 07 ED 01011990 12/31/9999
MGEHT MIGHT M-F WW 01 Wi 07 MNGHT 01011000 127319000
OP14-EDA EVEM-DAY 14 DAY WwW0O7  ED 010171990 12/31/9599
OP14-EDB EVEN-DAY 14 DAY Ww 07 E-D 01011990 1273192900
OF28-A OF-4 28 DayY CYCLE Ww 07 284 01/0171990 12/31/9999
OP28B  OP-B28DAY CYCLE WW 07 284 010171990 12/31/9909
OP2E-C OP-C 28 Day CYCLE Wiw 07 284 01/0171990 12/31/9900
OP28-0  OPD 28 DAY CYOLE WWO7 284 01/0171990 12/31/9999

J[4][¥]

13.  Verify the Time Mgmt status field is a 9 - Negative Time Recorder (FT/PT,
Monthly) or 1 -1 Positive Time Recorder.

14.  Verify the Working Week is Monday to Sunday.

15.  Click the WoRK scHepuLE |0 Work sehedule | ytton to display a monthly calendar
of employee’s scheduled hours to work, free days, and holidays.
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=4
Infotype Extras Systern  Help

@ 9B eEQ CHE DDoD BER @B
Create Planned Working Time, 0007

L) JL2IET Workschedule ——q]15

Edit Goto

16.  Verify you have selected the correct AWW schedule by checking that the Regular
Day Off (RDO) is listed correctly on the work schedule.

17.  Click the NEXT MONTH button to display the following month’s time if
needed.

18.  Click the Back & icon to return to the Create Planned Working Time screen.

= * | PersNo 3624 'ROBIN J LENAY |
Rank and File WG 2
RankiFile BUO4 Perrn Full Time D'WR Position 2510-1139002
Start 07/03/2006] To  [12/31/9998)
Work schedule rule 13
Work schedule rule ALT280FA () /
Time Mgmt status 9 - Megative Time Recorder (FTIFT, Month 3|
""" Working week Monday to Sunday ]
[CJPart-time emplopaa—
14
Working time
Employment percent | 100.00| ] Dvyn. daily work schedule
Daily working hours .00
\Weekly working hours . 0.00] Min 0.00 Max. 0.00
honthly working hrs .00
Annualworking hours | 0.0
Wieekhy workdays B.00
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_ﬂmksdﬂiie Edit Goto System Help

(Vi A0 IQeQ BHER D0 BEI@
Display Work Schedule N 18
| Choose || Previous month || Next mon
H\ 17
ES grouping ﬂ |E| Monthly hours | 169.00
Holiday Calendar 1D |E| Pemd wiork schedule 9/8F
PS grouping 01l  work schedue e ALT980FA
Valid |Juty | 2006 Chngd 06/27/2006 TBOUDEAU
Work Schedule

-
&
&

We D MO HC D TU HCD WE HCDTH HCD FR HC
2

Lle]l=
E[Elll
>

]

EDEDEI“

03] 1] |os] 06
| [smms| | [1]smms| || [ | [omms] | || [omms| | | ] eems]
| lomrs| || Jomms| | || | |omms]| | [m5" | D rree| | [ [reee] [ ] [ ] [rez] |
29 17| 20 22| 23|
| [omms| | [ Jomms| [ ][] [smms] | | ] [omms] | |:| omrs| | [ | reeE] | | D (FReE| |
30 24| @ 21|
E? joms | | [ [omms| [ | [ ] [omms| | [ ] [oms] | | ] [rmee] | | Jemee] [ D (FREE| |

| [otms] |

Restart: Month | [@)eek  |pay " in year

EIEI
L]

E

Note: If the RDO is on the wrong Friday then you will need to change the Work
schedule rule to the opposite schedule.

19.  You will get a warning message to check basic pay. Click the ENTER @ icon to
accept the warning message.
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Creaté m ed Working Time, 0007

El=lEE]Ee]a)l

[RoBIN 7 LEMAY

Find by Ranik and Fila WG 2

= 4 Person

(K] Coective search help
B search Term
Hﬁﬁﬁi’ch

Rank/Fila BI04 Perm Ful Time DWR Position  2510-1139002
Start [p7/03/2008] To  [12/3179993

u.ﬂmra.[@_
9 G - Negative Time Recorder (FT/PT, Monthiy) l

01 Monday to Surday 2l

100, 00 [ oyn, dady wirk schedule
d.00
40,00 Min. 0.00 Max. 0.00
176. 00
2080, 00
5.00|

£ 1
XD Attention: Please ched Basc Pay nfatype (0003) |

20.  You will also receive warning messages about delimiting of prior record. Click

the ENTER icon to accept warning messages
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na I EER @

L&) e scheduie |

= =S E ] s Persha 3624
Find by ] Rari and Fils WWG 2
= W Person Rearik/File BUO4 Permn Full Time DWR Position 2510-1139002
& mﬂ;’:‘:ﬂﬁ bl Start [o7/03/z006[E) 10 127319909
{8 Free search
(ALTS607A| 9fB/B0 -Fii OFf WW 08
29 - Negative Time Recorder (FT/PT, Monthiy) =]
01 Monday to Sunday )
Employment percent 100.00 ey, dialty work schedule
Draily wiorking hours 8.00
Weekdy working hours 40.00 Hin. 0. 00 Mex. | 0.0
‘Monithly working hes 176.00
Annual working hours 2080.00
‘Weekly workdays 5.00

'l

Enmdwmmfmfmmmfaumﬂmdatam
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21. Click the Enter & icon to validate entries.

22. Click the Save = icon to save entries.

Infotype Edit Goto Extras System Heip

G 1 0@ Qe LB Bnan OE @B

Create W5y Jed Working Tirke, 0007

L[ LR T vk schedue |
22
el=2|lslE]s]s]a] PO | 3624 [ROBIN J LEWAY
Find by ] Rank and File WG 2
< @ Person 1 RankfFile BUO4 Perm Full Time DWR Position 25101139002
% ;::E;":;m o Start [b7/03/2006[@)T0  [12/31/9999]
M Frewe search
Work schecdie s
work schedule rule |ALT980FA| O/8/B0 - Fri Off Ww 08
Time Mgmt status 99 - Negative Time Recorder (FT/PT, Monthiy) 3
Working week |01 Monday to Sunday ]
CIPart-time emplayes
Working time -
Employment percent | 100.00 [ Eyn. daily work schedule
Dally warking hours [ e.00
Weakly working hours | ao.00 Min. | o0.00 Max. |  0.00
Monthly working s | 176.00
aririal working hours 2080. 00,
‘Weekly workdays | s.00]

| save you entries |

You are launched back into the Maintain Time Data screen and SAP displays the
message, "Record created.”
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23.  Now you will have to follow the same path to process the 2" step of the schedule
change. Change the effective date to Tuesday, the date following the 1%
step of the schedule change.

24.  Click the create icon.

" MR mester data Edit Goto Extras Utiities(M) Settings System Help

NN
¥ T Maintain HR Master Data
& |G| |0

EJ
o [*]| | ®Period
v | Fom [07/04s2006/T0 | |
o O Today OO week
v Oal O Current manth
v OFtom cur.date OlLast week
O To Current Date OLast month
¥ ||| Ocument Period O Cusrent Year
"E| = Choose |
[=]
Direct selaction
Infotype |Planned working Time, 0007 | sTy| |
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25.  Select the same work schedule rule: ALT980FA 9/8/80 — Fri Off WW 08 9/8F.

26. Change the working week to: 08 9/8/80 — Friday Floating.
27.  Green check.

1B 8000 BE @R

Creat&ys7 ped Working Time, 0007
[ ||| T wiork schedue

aeEER RO
Find by | Rank and File WWG 2
= G Person Rank/File BUD4 Perm Ful Time DWR Position  2510-1130002
E msm:mmm ".Eb Start 07/04/2006 To 12/31/9399
() Free search 25
j[.'l'!sﬂﬂ.i
_____ 99 - Negative Tme Recorder (FT/PT, Monthly) a|
08 9/8/80 - Frday Fioating g, =]
26
mn.nol ] Dym. dally work schedule
0.00
0. 00 Hin. 0,00 Max. |  0.00|
0. 00
0. 00
0.00
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28.  You will get warning message to check basic pay. Green check

Creaté Rl d Weorking Time, 0007

A5 BR @@

28
EEHaEEAI ...

E) 2 [ N ] 3
Find by I Rank and File WWG 2
i & collec ch heip bl AR Podnon; 210113900
tive sear
B seach Term Start |07/04/2006] To  [12/31/9333
(il Free search
hrrssoras)
_____ 99 - Negative Time Recorder (FT/PT, Monthly) =
02 98780 - Fricday Floating
100. 00 [CIwn, daly work schecule
a.00
40,00 Min. | 0.00] Masx. 0.00
| 17s.00 -
Annual working hours 2080.00
Weekly workdays 5.00
i

KD attention: Please check Basic Pay infotype (0008} |
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29.  You will also receive a warning message about delimiting of prior record. Click
the enter icon to accept the warning message.

T WpPerson Rarik/Fle BI04 Perm Full Tima DWR Position 2510-1139002
B0 s e N 7 Yl v
) Free search
Work schodulo e (ALTS007A| G/B/80 - Fri Off Ww 08
Tirrse Mot status |99 - Negative Time Recorder (FT/PT, Morthy) ol
Working week {01 Morday to Sunday |
[JPart-tima employes
[Working time
Employmant percent 104, 00 [ Oy dady woek: schuchd
Daly working hours 8.00
Weskly working hours 40.00 min, | o0.00 . 0.00
Monthly working hrs 176.00
Arral working hours 2080. 00/
Wigikdy workdays 5.00

Fa

Record vald from 03A00/2006 to 12310000 delrmited at end

29. Click on the enter icon to validate entries.

30. Click the save = icon to save entries.
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=

HR master data  Edit Goto Extras Utilities(M) Settings System  Help

(7] (0 e@e DHE nnan DR @B

E‘W

#®|E Maintain HR Master Data

72 | 2 | P

{Hl collective search help
{Hl Search Term
M Free search

I M I I M % I 2 | Persornel no. |keza |E)]
Find by ||[RoeIn 7 LEMAY | WING 2
= fif person Rark and File Perm Ful Time

Nl

Communication, 0105
Planned waorking Timne, 0007
Basic Pay, 0008

Internal Data, D032

Rarl/File BUD4 DWR Pasition 2510-1139002
Payroll Data | Addtl. Personal Data |, wvark Contract, ||, =
[Infotyme text e | | [Period
Actions, 0000 o (2] | @Perind
Organizational Assignment, 0001 5 From |07/04/2006| Ta
Personal Data, 0002 O Today O Curr.week
Adriressas, 0006 Qall Q current month

O Last week
O To Current Date OLast month
O Current Period QO Current Year

OFrom curr date

Infotype

Direct selection

Planned Working Time, 0007 STy

‘@ Record created

2 | RS (1) 910 B trsci | ovR |

id start

Z@EG 7 [Bmnbox-

You have changed the WSR of an employee.

Check and make sure if schedule changes need substitution or not. For an employee
with Friday off, if the employee chooses the 1st Friday off, you need to do a substitution.

& @ v 1146 4M

If an employee chooses the 2" Friday off, there is no need to do substitution.

For an employee who chooses Monday off, if the employee chooses the first Monday
off, there is no need for a substitution. If an employee chooses the 2™ Monday off, you

need to do a substitution. If a substitution is needed, follow the steps below:
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SUBSTITUTIONS

Transaction Code

PAG1

For a Friday substitution:
1. Select infotype 2003 (substitution)

N

Enter Personnel number

w

From date: Friday’s date (8 hours schedule day) To date: leave blank

»

Select Create icon

Tme data Edit Goto Extras Utlbes(M) Settings System Help

& A H Qe CHA DDOoD BRI @@

® 7 Maintain Time Data

O)[2][0)[ 0] |21/ st entry | [T week |8 month [T vear |

4= =M "_I_II—I Zlal Personnelno. 624 €]
Frdby |4 | |||roBIN 3 LEMAY | WWG 2
E ‘ﬁﬂ'aﬁ-—' - Rank and Fie 2 | Pem Ful Tme
4 search Term Rank/Fike BU04 D'WR Position 2510-1133002
[ Free search
3
Infotype text E | Period
\Bhsences, 2001 1 ® Period
attendances, 2002 From |07/07/2006/To |
O Today O Cur, week
Time: Transfer Spevifications, 2012 Oal O Current month

() From curr_date OLast woel:
() To Curent Date CiLast month
O Current Period CiCurrent Year
=1 (hoase

*
[«][»] O [4][+]

|Substitutions, 2003

3
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5. Daily work schedule: enter 4 AM. Accept all other defaults
6. Click Green check
7. Click save

BaDan BE

W
Find by | Rarik and Fie WWG 2 WiSchd |ALTS80FA
= % Person Rank/File BUD4 Perm Full Time DWR Position 2510-1139002
TR S ey From [o7/07/2008] To  [07/07/2008]
B search Term
e Subst. type (02|  Shift substitution Substitution hours [ oon |

Indvidual working time -

o1]

—
Wark schedue rue ] ES grouping ]
Holiday Calendar 1D [ ] PS grouping il

Day type [
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For a Monday substitution:

w e

4.

Time data Edit Goto Extras Utlities(M) Settings System Help

Select infotype 2003 (Substitution)

Enter Personnel number

From date: Monday’s date (8 hours work day) To date: leave blank
Select create icon

1AH a8 DHE DDLD BE @@

I Maintain Time Data

iy

RI[E8 List entry | | [ week |[T month |[T8 vear |

Persorveino.  |eza [®
Find by ||/roBIH 0 LEMAY WWG 2
T $QPerson Rark and File Perm Ful Time
% g;-:la;:w: B:Tsnm hep Rark/Fie BUO4 2 DWR Posiion 2510-1139002
{Hl Fres search
‘Working Times
: yEll
Infotype text 7 |—E]_| s /
absences, 2001 [=]| | ®Period
[ lattendances, 2002 ; E From [07/03/2008| To
O Today O Curr. week:
| [Time Transfer Specifications, 2012 Oal O Current month
|| O From curr.date O Last week
- O To Current Date (O Last month
- O Current Period O Current Year
- [} = Choose
[=]
Direct selection
Infatype |Substitutions, 2003 | o1y
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5. Daily work schedule: enter 4 PM. Accept all other defaults
6. Click Green check
7. Click save

BaDan BE

W
Find by | Rarik and Fie WWG 2 WiSchd |ALTS80FA
= % Person Rank/File BUD4 Perm Full Time DWR Position 2510-1139002
TR S ey From [o7/07/2008] To  [07/07/2008]
B search Term
e Subst. type (02|  Shift substitution Substitution hours [ oon |

Indvidual working time -

o1]

—
Wark schedue rue ] ES grouping ]
Holiday Calendar 1D [ ] PS grouping il

Day type [

138



Terminate a 9/8/80 Work Schedule

Transaction Code

PAG1

Note: This is a two entry process.

First Entry

1.

a s~ b

Enter Personnel number

Select on “Time Management Data” tab

Click on “Planned Working Time, 0007

Enter the Friday date prior to the effective of the work schedule change.

Click on Create icon

in

© © N o

WANG 2
Perm Full Time
RankFile BUO1 DWR Position 0607-1473001
2
< Working Times / Time Quotas IV ETERENEETS
4
Infotype text [e | || Period
Organizational Assignment, 0001 ¥ | ||| ®Period
HPersunalData, oooz 3 ] From 05/08/ J09| To |
Payroll Status, 0003 O Today O Cumrweek
P 007 O Al O Current month
ime Sheet Defaults, 0315 ) From curr.date ) Lastweek

Leave same “work schedule rule” as employee has.
Change “Working Week” to Monday to Sunday.
Click Green check

Click save
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L=

Infatype  Edit Goto  Extras  System Help

& A0 CER SHE STa8 BE @M
Chagge Planned Workig Time, 0007

D D |; g | Work schedule ﬂ

Fersho 4625 MARILYHM M LEE
Fank and File WAYG 2
Rank/File BLIO1 Ferm Full Time DWH Position 0E09-1470002
Start o7 /01/2008)  To 11/21/2008|) Chg. |[06/22/2003 | NGUYENH
p 6
Wark schedule rule
Work schedule rule ALTSBOFA IBMEI WR WA 01 WA 07
Time hgmt status 9 9 - hegative Time Recorder (FT/PT, Monthly) E
Working week 01 Mongay to Sunday E
[CJPart-time employes rw\
7
Warking time
Employment percent 100. 00
Diaily working hours g.00
Weekly working haurs 40. 00
Monthly working hrs 176. 00
Annual working hours 2080. oo
Weekly workdays 5. 00

Second Entry
1. Click on “Planned Working Time, 0007

2. Enter effective date of the work schedule change, which is the following Monday
3. Click on create icon
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IEI I [g”: Listenuﬂ I I?E WEEK| Month | ‘r‘ear|

= | pe no. 625
marl| 3 Jee ] WG 2
~ 'l Rank and File Perm Full Time
RankiFile BUM DWWR Position 0B07-1473001
Working Times . Time Quotas g ([GEREUELEIGE IRETE]
2
1 Infotype text [e | || Period
Organizational Asslanment, I:II]L1 o’ @ Period
| |Personal Data, 0002 Y From |05/11/2008] To
Payroll Status, 0003 4 O Today O Currweek
Planned Working Tira#® 0007 OaAl O Current month
4. Change “Work Schedule Rule” to 5/8/40
5. Make sure “Working Week” is Monday to Sunday.
6. Click green check
7. Click save
‘I—_ Infotype Edit Goto Extras  Systemn  Help
& | 40 €ad  DHE SDLOO BRI @ m
Chapae Planned WorKing Time, 0007
6
|:||_|| Work sched 7
Persho 4625 [MARILYN M LEE |
Rank and File WG 2
Rank/File BUO1 Perm Full Time DYWR Position  0609-1470002
Start B7/01/2008[=) To  [11/21/2008| Chg. |B6/22/2003 |NGUYENH
A4
Wi'ark schedule rule
Wark schedule rule B/B740 S£8/40 WR WY 01 WY 07
Time MMgmt status |9 9 - Megative Time Recorder (FTART, Monthly ia|
Warking week |D1 MONday 10 SUNHAY e EI|
1 Pant-time employes \*\_ 5
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SECTION X

Biweekly
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Shift Differential

Night Shift Differential: employees shall qualify for night shift differential pay when
working a shift of four or more hours of which fall between 12 midnight and 6 a.m.; or
working a shift of four or more hours of which fall between 6 p.m. and 6 a.m.

Night Shift Differential Premium: employees shall qualify for premium night shift
differential pay when working four (4) hours or more of their regular scheduled work
shift. Processing employee time in SAP is an important part in the SAP - HR Module.
The time recording component (CATS- electronic time sheet) and the Time
Management component of SAP are used to record and evaluate employee time data.

Holiday

Biweekly pay employee’s holidays are not included in the regular pay warrant like the
monthly pay employees due to their work schedule. HR office generates the report to
credit the biweekly pay employee 8 hours of holiday credit each time after the holiday.

Holidays: if an employee chooses to use holiday credits on a holiday, the proper
attendance code to use is HCO1.

Holiday Cash Out: at the end of each fiscal year, all unused Personal holiday and
holiday credits will be cashed out.
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STD 672

Biweekly pay employee’s time must be manually keyed into SCO for payroll processing.
All hours worked for each biweekly pay period is recorded and submitted to the proper
Personnel Specialist for processing.

All biweekly employees’ time should be entered and approved by Monday after the
biweekly’s pay period ends. The timekeeper should capture all time entry on Tuesday
morning. On the biweekly key date, documents on the STD672 need to be faxed to the
Personnel Specialist by 10:30 a.m.

Make sure that time management for infotype 0007 reflects “Positive Time Recorder”.
For biweekly employees, their work week should be Sunday to Saturday.

I'-- . T T e T R LA BT [ WS Y

Change Planned Working Time, 0007
[l [ ] [L)[M work schedule |

FPersMo RICHARD & EUNZ
R&F - Biweekly Ferm Full Bi-Weekly DWR. Position 2630-646350
Start |:'5_.-" 01/20086 To 12/31/9889%9 Chg. [06/22/2006 (|HR CHVRT

Work schedule rule

Work schedule rule CF4z2-C OP- 42 DAY WW 07
Time Mgmt status 1 1 - Positive Time Recorder (Intermittent/Bi-weekly
Waorking week 07 Sunday to Saturday
[]Part-time emplnyee/y

Working time

Employment percent 100.00

Daily working hours g.00

Weekly working hours 40.00

Monthly working hrs 176.00

Annual warking hours 2080.00

Weekly workdays 5.00
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