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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: 
 

o Employee Group 
o Employee Subgroup 
o Personnel Area 
o Personnel Sub Area 
o Wage Type  
o Work Schedule 
o Work Week Group (WWG)  
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Time Recorder’s Roles  
 

o 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. 
 

o Maintaining Work Schedule  
Time Recorders enter new work schedules for employees including AWWs.  It is 
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. 
 

o Reports 
Time Reports complete the reports for various time and quota requests.  These 
reports may include missing time, excess hours or intermittent hours. 
 

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

o 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. 
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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 
PA61  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.   
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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. 
 
 

o 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 3rd day of the following pay period. 

 
o 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 10th of the following 
month. 
 

 
o 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. 
 



8 
 

 



9 
 

 



10 
 

 
 
 
 
 
 
 
 
 
 
 
 

SECTION II 
 

TIME ENTRY (CATS) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



11 
 

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. 
 

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

 
 
  
 
Click on the green check button. 
 
Click on the pencil button. 
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Click on the Personnel Selection 
 
 

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

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

 

  

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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Enter the corrected number in the box. Click the green check and save. 
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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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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 
 

 
 
Click on the drop down in Data Entry Profile. 
 
Select MLT-ALLX and click the green check. 
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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. 
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Enter the employee’s SAP Personnel #. 
 
Click the execute icon. 
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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.  
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SECTION III 
 

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 

 

 
 
 

 
 
 
 
1. Enter the Personnel number. 
2. Click on “All” button. 
3. Click “Absence Quota” tab. 

 



32 
 

 
 
 
The “Rem.” column contains the balances the employee has remaining 
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4. Click on the “accrual information” tab. 
 

This is where you can view the date the accrual was transferred into the employees 
quotas. 
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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 
 

 
 
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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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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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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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 

 

  

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 

 

  

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 
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4.       Click the EXECUTE  icon. 

Display Time Sheet Data 

 

  

5.       Click the CURRENT LAYOUT  icon to select customized view as needed. 
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Change layout 

 

  

6.       Click the COLUMN NAME  button to sort the list in alpha 
order. 

7.       Click  or applicable selection you wish to have displayed as part of a custom view. 

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

9.       Click  or applicable selection you wish to have displayed as part of a custom view. 

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

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

 

  

    You will see a series of lights in the Exception field. 

    Green light = Approved Time 

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

    Red light = Time has been entered, but rejected by the approving officer. 

12.     Click the  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 

 

  

  

14.     Click the ENTER  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 
follows: 

SAP Easy Access 

 

  

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) 

 

 19.     Click the ENTER  icon to view Organizational unit listing. 

Organizational unit (1) 669 Entries Found 
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20.     Click the NAME  button to sort the list in 
alpha order. 

21.     Click 

 or 
applicable Org Unit. 

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

Display Time Sheet Data 

 

  

    Adjust Data selection period as needed. Current date defaults in this field. 
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23.     As required, 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 

 

  

25.     Click the highlighted term  Persons. 

    All entered employees' time for the selected organizational unit displays.  



51 
 

General Hierarchy Display 

 

  

    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 
follows: 

SAP Easy Access 

 

  

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) 

 

 19.     Click the ENTER  icon to view Organizational unit listing. 

Organizational unit (1) 669 Entries Found 
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20.     Click the NAME  button to sort the list in 
alpha order. 

21.     Click 

 or 
applicable Org Unit. 

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

Display Time Sheet Data 

 

  

    Adjust Data selection period as needed. Current date defaults in this field. 
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23.     As required, 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 

 

  

25.     Click the highlighted term  Persons. 

    All entered employees' time for the selected organizational unit displays.  



57 
 

General Hierarchy Display 

 

  

    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 
 
1. Enter the Personnel number.  
2. Select Time Transfer Specifications.  
3. Enter the date you wish to do the time transfer. You only need to enter the “from 

date”.  
4. Click on create icon. 
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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 
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7. Click on the create icon.  
 

 
 

 
8. Enter the # of hours  
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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. 
 

 
 
 
10.  Enter long text and then click save. 
 

 
You will get the screen below with the little icon of long text. 
 
11.  Click on the save icon again. 
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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.   

 

 
 
 
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:  PA61 
 
 
1. Enter the personnel number.  
2. Select Time Transfer Specifications.   
3. Change the period to All.  
4. Click the Overview icon. 
  

 
 
5. Select the time transfer that needs to be changed.  
6. Click the ‘Change’ (pencil) icon. 
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7. Make the necessary changes 
8. Click the green check icon. 
9. Click the save icon. 
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Delete a Time Transfer 
 
Transaction Code: PA61 
 
 
1. Enter the Personnel number. 
2. Select Time Transfer Specifications, 2012. 
3. Click on All. 
4. Click on the Overview icon.  
 

 
5. Select the time transfer to be deleted. 
6. Click on the ‘delete’ (trash can) icon. 
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7. The individual time transfer populates. Click on the delete icon again. 
 

 
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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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: 
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                                                    Personnel no:   00004625 
                                                    Employee group: WWG 2 
                                                    Empl. subgroup: PF 
   MARILYN M LEE                                    Personnel area: R 
                                                    Company code:   CA00 
                                                    Cost center:    3860060900 
                                                    WS rule:        5/8/40 
 
 
                             Individual Results 
                             ================== 
Day Abs/Att                           ATTEND  ABS     HFP   OT(1.5) OT(1.0) DWS 
---------------------------------------------------------------------------------- 
01  Hours for Pay                       8.00          8.00                 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                      0.00         Excess Hours for Month          0.00 
 
OT (1.5)                        2.50 
OT (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 
.   

 
 
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 1HC1 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 10th 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: HC01 
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 PH01 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 Z205 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 2HP6. 
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REPORTING 
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ZDUN - Missing Time Report 
 
Transaction Code:  ZDUN 
 

1. Enter ZDUN. 
2. Click the green check. 

 

 
 
 

3. 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. 

1 

2 
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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) 
PI 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 4th working day after the end of the 
pay period. Please refer to the Time Recorder calendar provided by the HR office.   
 
PI 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 
 

 
 

1. Enter employee’s Personnel Number. 
  

2. Click on Cml. Balance. 
 

 
 

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

 
 

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. 

 
 

 
 

8.  Select the time type you want to pull a report for by clicking on the line and 
then click on the green check. 
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9.  If you want to pull a report for more than one time type, click on “Multiple 
selection”. 

 

 
 
 

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

 
 

1. Select “Other period” radial button. 
 

2. Enter the date range for your report. 
3. Either enter the Personnel Number or select the  

button to select all employees in a specific org unit. 
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4. Select the organizational structure. 
 

5. Green check 
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6. Click on the execute icon. 
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7.   Print the report by selecting the print button  or you can download to an 
excel spreadsheet by selecting the save list in file button . 

8.   Once you have printed or downloaded to excel click on the    icon to 
go back.  
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9.  To save the report Variant click on “Goto” tab then variants, then save as 
variant. 

 

 
 
 

10.   Enter the variant name and meaning of your variant. 
 

11.   Click the green check 
12.   Click the save.  
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Getting a Variant 

 
Transaction Code: PT40 
 

 
 

 
1. Enter the Personnel number. 

 
2. Click on cml. Balances.  

 

 
3. Click the Get Variant icon . 
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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. 

 
 

 

 
 

6. Select the variant. 
 

7. Click the green check icon. 
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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. 

 

 
 

 
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 
 

 
 
 

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

 

 
 

3. Select the “Goto” menu, then variants, then delete. 
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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. 

 

 
 
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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8. Select “Only in current Clients” 

 
9. Select Continue.  

 
 

 
 
10.   Verify the variant name is correct 

 
11.   Select the Yes button. 
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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 
 

 
 

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 . 
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Removing Columns 

 
The columns that are currently displayed will be listed under Displayed Columns.   
 

1. To remove a column from the list, first click on the column name  
2. Then click on the right arrow  to 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. 
 

 
 

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

 
 
The Position column will now be displayed before the Period column. 
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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: 
 
1. Click on the column name listed under the Column Set list. 
2. Under the Displayed Columns list, click on the column name that you would like it 

to be displayed before. 
3. Click on the left arrow . 
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. 
 

 
 
Employee group will now be displayed before Period. 
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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 . 
 

 
 

 
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. 
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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. 
 

 
 
 

Download your report 
 

1. With the report open, click on “List”, “Export”, then “Local file”. 
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2. You will see the screen below. Click on “spreadsheet” and then click the green 

check. 
 
 

 
 
 
 

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

 

 
 

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

 
 

7. Click on the “Generate” button. 
 

 
 
 

8.  Go to the directory to pull your file. 
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9. You can sort out your report however you want it to look. 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



104 
 

Time Type Selection For Reports 
 

1. Excess hours end balance report 
Z753 – Excess hours ending balance 

 
2. 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 
 

3. 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 
 
5. PI 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 
Z987 – PLP2 Correction 
 

6. 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 
 

7. Excess hour end balance 
Z753 – Excess Hours Ending Balance 
 

8. Holiday credit earned and used 
Z109 – Holiday Credit  
Z130 – Holiday Credit (used) 
Z212 – Holiday Credit (earned) 
Z213 – Holiday Credit transfer 
 

9. FMLA qualify hours report 
Z200 – Hours for Pay 
Z203 – Evening Shift 
Z204 – Night Shift 
Z217 – Training Instructor  
Z218 – Training Attendee 
 

10. 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 VIII 
 

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. 
 
 

 

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

 
4. Click the Green check. 

 

1 

2 

 3.1 
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3.2 

4 
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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. 
 

 
 
 

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

 
 

 

 

 

 

6.
 

5.1 

7 

8 

9 

5 

6 
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10.   Select the change layout button  . 
 
 

 
 
 

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. 

 
 

10
 

11.1 

11.3 11.
2 
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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.  
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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 
 

1st Time Transfer 
 

1. Enter employee’s personnel #. 
2. Select Time Transfer Specifications, #2012. 
3. 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 
 
 

 
 
 

 

 

 

 

1 

2 

3.1 

5 

4 
3.2 
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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. 

 
2nd Time Transfer 
 

1. Enter employee’s personnel #. 
 

2. Select Time Transfer Specifications, #2012. 
 

3. 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. * 

 
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. Leave the “To” box 
blank. 

 
5. Click on Create icon. 

 
 

8. Make sure the 
dates are the 

 

6 

7 9 



116 
 

 
  

1 

2 

3 

4 
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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. 
 
 

 
 

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 
 

 
 
 
 

7 

6 

8. Make sure the 
dates are the 

 

9 
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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 
 

1. Enter employee’s personnel #. 
2. Select Time Transfer Specifications, #2012. 
3. 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 
blank. 

5. Click on Create icon 
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6. Enter the amount of hours that are over the 24 (Positive #). 
7. 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. 

 

 
 
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 

PA61 

1. Enter the transaction code.  

2. Green check. 
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3. Enter the employee’s personnel number. 

4. Click the Time Management Data  tab  

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

5. Select  from the infotype text. 

6. Click the CREATE  icon to begin the transaction. 
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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 
 

 
 
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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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 SCHEDULE  button to display a monthly calendar 
of employee’s scheduled hours to work, free days, and holidays. 
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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. 
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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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20. You will also receive warning messages about delimiting of prior record.  Click 

the ENTER  icon to accept warning messages 

 



128 
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21.   Click the Enter  icon to validate entries. 

22.   Click the Save  icon to save 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 2nd step of the schedule 
change. Change the effective date to Tuesday, the date following the 1st 
step of the schedule change. 

24.   Click the create icon. 
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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. 
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28.   You will get warning message to check basic pay. Green check  
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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. 

 

 

 

29. Click on the enter  icon to validate entries. 

30. Click the save  icon to save entries. 
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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. 
If an employee chooses the 2nd 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 2nd Monday off, you 
need to do a substitution. If a substitution is needed, follow the steps below: 
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SUBSTITUTIONS 
 

Transaction Code 

PA61 
 
For a Friday substitution: 

1. Select infotype 2003 (substitution) 
2. Enter Personnel number 
3. From date:  Friday’s date (8 hours schedule day) To date:  leave blank 
4. Select Create icon 
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5. Daily work schedule:  enter 4 AM.  Accept all other defaults 
6. Click Green check 
7. Click save 
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For a Monday substitution: 
1. Select infotype 2003 (Substitution) 
2. Enter Personnel number 
3. From date: Monday’s date (8 hours work day)  To date: leave blank 
4. Select create icon 
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5. Daily work schedule: enter 4 PM.  Accept all other defaults  
6. Click Green check 
7. Click save 
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Terminate a 9/8/80 Work Schedule 
 

Transaction Code 

PA61 
 
Note:  This is a two entry process. 
 
First Entry 

1. Enter Personnel number 
2. Select on “Time Management Data” tab 
3. Click on “Planned Working Time, 0007” 
4. Enter the Friday date prior to the effective of the work schedule change. 
5. Click on Create icon 

 

 
 

6. Leave same “work schedule rule” as employee has.   
7. Change “Working Week” to Monday to Sunday.   
8. Click Green check  
9. Click save 
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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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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 
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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 HC01. 
 
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. 
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