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Introduction

Process and Trigger

Perform this procedure when you need to create a variant for an employee list. Timekeepers, who enter
time for multiple employees, can use the employee list as a pick list to avoid performing individual
employee searches.

Prerequisites

None

Menu Path

Use the following menu path to begin this transaction:

Human Resources <+ Time Management & Time Sheet & CATS Classic # CAT2 - Record
Working Times

Transaction Code

CAT2

Tips and Tricks

At times you may need to use your scroll bar to view additional information.
Reports

None
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Procedure

1. Start the transaction using the above menu path or transaction code.

Time Sheet: Initial Screen

| Time Sheet: initial Screen

Personnel Selection
Person ID

I| tenu, 4] | ||| [Back |[ xt |[ Cancel | [ System ) | [ Enter Times |[ Settings |
Data Entry
2 Diata Entry Profile L

2. Asrequired, complete/review the following fields:

Field R/O/C

Description

Data Entry Profile Required

Determines the data entry process and the layout
of the time sheet.

Example:
TMKWNO002

3. Press the Enter key on the computer keyboard to update the screen to include the Key date field.

4. Type 09/02/2011 in the Key date field.

Time Sheet: Initial Screen

| Time Sheet: initial Screen

||| [Back |[ ext |[ Cancel | [ System] | [ Enter Times |[ Select Al Persons |[ Deselect All Persons |[ Sort Ascending || Sort Descending |[ More...)

Fersonnel Selection

I| tenu, 4] |
Data Entry
Data Entry Profile [THKWN G2 T wkly, NREP & L2324 Staff - EEList
Key date 09/02/2011

Person ID Personn... [Personnel Assign Text  Name

5 @h Personnel Selectn

Per. [T
-]

5. Click the Personnel Selectn button | Fersonnel Selectn
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Personnel Number Selection for Fast Data Entry

| Personnel Number Selection for Fast Data Entry
I| Menug 4] [ ||| [ Save as variant... || Back || Exit |[ Cancel | [ System) | | Execute || Get Variant... || Program Documentation || Dynamic Selections |
[ Furherselections  |[ = Searchhelps || o Sort order [ = Org.stucure |
Period
) Today ) Current month ) Current year
) Up to today ~ From today
= Other period
Periad | In]| To
Selection
Personnel Mumber !§|
Employment status =0 !§|
Time recording administrator ' !§|

6. Double-click the Employment status field .

Maintain Selection Options

III:' Maintain Selection Options

Employment status

Se...|Desu::riptinn

7 +=| |=ingle Value

2| |Greater than or Equal to
&) Less than or Equal to
=| | Greater than

= |Less than

2| Mot Equal to

L | 3
O Select | @ Exclude from Selection

7. Click the Single Value button =l from the list.

8. Click the Continue button .
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Personnel Number Selection for Fast Data Entry

| Personnei Number Selection for Fast Data Entry

I| Menu) 4] | || [ save as;v"ariant.. |[ Back |[ Exit ][ Cancel | [ system] | | Execute |[ Get variant... || Program Documentation || Dynamic Selections |
10 Further selections H o Search helps || o Sori order o Org. structure |
Period
) Today ) Current month ) Currentyear
") Up to today ) From today
=) Other period
Period To
Selection
Fersonnel Mumber EI
Employment status _IJ | E
Tirme recording administrator E
Additional data
Job to (=]
9 Organizational unit to E
Paosition to E
‘Work schedule rule to E
Payroll administrator to E
HR administrator to E
Time data administrator to E

9. Asrequired, complete/review the following fields:

administrator

Field R/O/C Description
Employment status Required Status indicator for personnel actions.
Example:
3
Time recording Required

The code associated with a specific Time
Recording Administrator.

Example:
M43

10. Click the Save as Variant... button | S3v€ as Variant_ |
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Variant Attributes
| Variant Aaributes
I| Menu) 4] | I | Cancel | [ System] ||| Copy Screen Assi 1l ion about variant affributes |
12

11 Wariant Mame
Meaning Scm Assignm.

[@ Created [Selediun Scms

" | Only for Background Processing [_| v 1000

| Protect Variant

| Only Display in Catalog

&=/ (5]

Objects for selection screen
'@ Selection Scrns ‘Fie\d name h’;pe | Protectfield Hide field Hide field 'BIS' Save field without values Switch GPA off
1,000 start O [ O
1,000 end

1,000 End of in-period
1,000 End of for-period
1,000 Payday

1,000 Payroll Area
1,000 0

1,000 1

1,000 PYABRFO
1,000 PYABRJO

1,000 p1

-

0|00V T| V| O[0|D|D|D
|
|

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

Field R/O/C Description

Variant Name Required Specifies predetermined set of conditions.

Examples include report variants, costing
\variants, posting period variant, fiscal year
\variant, etc.

Example:
M43 Employee

Meaning Required Short description explaining the variant.

Example:
Employee List

12. Click the Save button L5848 ]
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Personnel Number Selection for Fast Data Entry

Personnel Number Selection for Fast Data Entry
[enu) 4] | || [save as variant... || Back |[ Exit |[ Cancel | [ system ] | [Execute ][ Get Variant... || Program Dacumentation |[ Dynamic Selections |
|
| Futherselections || = Searchhelps || o Sort order [ = org.stucture | 13
Period
) Today O Cutrent month ) Cutrent year
) Up to today ) From today
(&) Other period
Period Ta
Selection
Personnel Mumber |§|
Employment status B
Time recording administratar M43
Additional data
Jok o (=]
Crganizational unit to |E|
Fosition to
Wark schedule rule o
Payroll administrator to |§|
HR administrator to
Time data administratar to
[@ Variant 143 EMPLOYEE saved [>[DER (110} 2]
13. Click the Execute button LEXSCtte |
@ The system displays the message, "Variant XXX YYYY saved."
.
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Time Sheet: Initial Screen

Time Sheet: Initial Screen
[Menu) 4] [ ||| [Back |[ Exit || Cancel | [ System] | [ Enter Times || Select All Persons | Deselect All Persons |[ Sort Ascending || Sort Descending |[More.]— 14

Data Entry

Diata Entry Profile I MKWNEE2 E T Whkly, NREP & L2324 Staff - EEList

Key date 09/06/2011 |

Fersonnel Selection
Person ID Personn.. Fersonnel Assign Text hame Per..
UBEE47577 16 50000006 Active GUILLERMO SALMERON 218E ~ |
1198479 357 50000154 Active CARLTON WRIGHT 218E
oz2a35048 855 50000398 Active ANGELO DIRUSSO 218E__|
o4a70342 1238 50000562 Active ALFRED DOUGAL 210€
4178172 1277 50000580 Active WILLIAM WILDER 210€
5318003 1618 50000744 Active ALTAGRACIA HERNANDE21BE
Uo5641318 1713 50000789 Active STEVEN WHITLEY 218E
UaEar7119 2182 50000960 Active WILTON GUERRERO 218E

| UBE4B3557 2573 50881178 Active EDWARD ALLEN 1218€
14872774 4526 50002047 Active NORMA CASTILLO 218€
116499470 4984 50002255 Active LAWRENCE MASTRANGE21 BE:I

4 »
% Personnel Selectn

14. Click the More... button .

Time Sheet: Initial Screen

Time Sheet: Initial Screen

[tenu) 4] | || [Back|[Exit |[ Cancel | [ System, | [ Enter Times || Select All Persans || Deselect All Persans |[ Sort Ascending |[ Sort Descending || Mare... ]
Enter Times F5

DEEIENT Select All Persons Shift+F7
Data Entry Prafila THKWNED2 TK Wikly, NREP & L2324 Staff- EEList Deselect All Persons Shift+Fa
Key date [pgsoa/2011] Sort Ascending Cirl+Shift+F3
Sort Descending Ctrl+Shift+F9

Personnel Selection

| |PersonID |Personn..|PersonneIAss|gnText |Name |Per..
| luBon47sTr 116 50000006 Active |GUILLERMO SALMERON |218C 4 |

15. select Settings F7_ from the list.
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Settings (General)

16 _III? Settings _
Rl
Data Entry Profile MEWNOBZ | TK Wkly, MREP & L2324 Staff - EEList

General settings /

Erofile changeahle Highlight rej. recs Felease future times

Yiiith target hours Highlight addnl infa Release on saving

Yiiith tatals line [ warkdays anly [ Approval required

With clock times Display weekdays [ Mo changes after approval
Mo Deductn of Breaks [ Mo imitial screen Immediate transfer o HE

Cell length | T
Authorization D3

Frint procgram |RI3.ATSPEI1 CATS Printing

16. Click the Persons tab —
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Settings (Persons)

III:' Settings
General  Time (TNFTTRN workiist | Default | Checks | <] =
Data Entry Profile THKWNEE2 | TK Wiy, NREP & L2324 Staff - EEList

Person Selection
Personnel Mumber | [u)
| Entry for several personnel nos
| Entry using pers. list
) Administrator group
Time administrator
) Organizational unit
) Cantrolling area
Cost Center

# Report pers. select. RPLF=TAE1
17 Yariant sel. report E
18 Tl x|

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

Field R/O/C Description

Variant sel. report Required The Variant for Person Selection Report field is

used to enter a variant for the selection report
specified in this transaction. If used, a list of the
selected persons appears instead of the report
selection screen.

Example:
M43 Employee

18. Click the Continue button .
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Time Sheet: Initial Screen

| Time Sheet: initial Screen

I| Menu) 4] | ||l [ Back || Exit |[ cancel | [ System ||| Enter Times || Select Al Persons || Deselect All Persons |[ Sort Ascending || Sort Descending || More. ]
I
Data Entry
Data Entry Profile [THKNEE2 | (3] T wKly, NREP & L2324 Siafi- EEList
Key date p9/B6/2011

Fersonnel Selection

|Person D Personn... Personnel Assign Text }lame |Per..

UBoR47577 16 50000006 Active GUILLERMO SALMERON [210E ~ |
19 — up1122479 357 50000154 Active CARLTON WRIGHT 218

| Upza3sn4s 855 50000398 Active ANGELO DIRUSSO 219€__|
| UB4070342 1238 50000562 Active ALFRED DOUGAL 218€
| UB4178172 1277 50000588 Active WILLIAM WILDER 218€
| UB5318003 1618 50000744 Active ALTAGRACIA HERMANDEZ218E
| UB5641310 1713 50000789 Active STEVEN WHITLEY 218€
| UBEITT119 21082 500009668 Active WILTON GUERRERO 218€
| |Ups483557 2573 50001178 Active EDWARD ALLEN 218€
| U14872774 4526 50002047 Active NORMA CASTILLO 218¢

: U16499470 4984 50002255 Active LAWRENCE MASTRANGE21 GELI

1 »

19. Click the Row [ to the left of the Person ID for which you want to enter time.

20. Click the Enter Times button .

Time Sheet: Data Entry View

| Time Sheet: Data Entry View

I| menu) 4| | || [save |[Back |[ Exit [ cancel | [ System] | [ SelectAll || Deselect All |[ Sort Ascending |[ Sort Descending |[ Totals Row on/oft | Mare.. f——— 23
Ferson D U01159479 CARLTOMN WRIGHT Cost Ctr 2860010816 |IND: ASS0O

Data Entry Period pa/15/2011]- [p8/21/2011 Week p3.2011

Data Entry Area
@LﬂPersAs... l»\l'ﬂ\| \F‘S group |Lv | ITotaI |I'-p10 . \From I‘I’o ITU U..|From rTo I’.'\fE.. |Fr0m I‘I’o rTH 0. |Fr0m I‘I’o |FR U...|From rTo |SAU.. |From I‘I’o
]

| (@357 4 508:00/16:00 5/08:00 1600 £02:00/16:00 509:008/16:00 5/08:00 1600 0/00: 00 B8 E .|
5 357 ] i ] ] 0 ] ]

22 —

21 ]
I

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

Field R/O/C Description

Pers.Assgn Required A system generated identification number for

each personnel assignment.

Example:
357

22. Select the Row [ of the Pers.Assgn just entered to highlight the row.

23. Click the More... button .
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Time Sheet: Data Entry View

Time Sheet: Data Entry View
[enu) 4] | || [save |[ Back |[ Exit |[ Cancel | [ System] | [ Select All || Deselect All [ Sort Ascending |[ Sort Descending |[ Totals Row 0n/off | More... ]
=
Petson D L01199479 CARLTON WRIGHT costctr  [2888818016 |IND: AS50 gzl:ec‘::_,\” 2:::,{:
Data Entry Period psr15/2011]- par21/2011] Week S T
Sort Descending Cirl+F9
E)ata Entry Area Totals Row On/Off F&
(T[Pers As... WA | [PS group Jv]L. [Total MO JFrom JTo _ [TUD.JFrom [To JWE.. Jrom [To _ [THO.JFrom [To ‘T,;ergszl::s”sn?gfﬁ E;
(5357 40 8 08:0016: 60 208:0016:80 808:0016:08 geg.paE: 8 T §
_E‘SSF ] ] ] ] ] Detailed Time Data Cirl+F2
157 Long Text Cirl+3hift+F3
Travel Expenses Cirl+Shift+F &
Check Entries Clrl+F&
Check Log Cirl+F7
Legend Shift+Fa
Settings Shift+F1
24

Reset Entries Cirl+F11
| Ingsrt Row Cirl+F4

24. gelect the Target Hours Ctrl+F12 _ from the list.

Target Hours is used to enter time that matches the planned working time schedule. Notice
the planned working hours are automatically populated in the timesheet.

Time Sheet: Data Entry View

| Time Sheet: Data Entry View

I Menu, 4] || [Save |[ Back |[ Exit |[ Cancel | [ System ] ||[ Select All |[ Deselect All || Sort A ding || SortD ding || Totals Row On/Off |[ More...}
25

Person D UD1199479 CARLTON WRIGHT Cosictr  [2869816618)IND: ASSO
Data Entry Period [psr1sr2e11]- paraisze Week 33.2611

Data Entry Area
ELﬂPers.As... WA... |... |PS group Lv | Il'olal MO From h’o I‘I'UD...From h’u IWE From ITu [TH D...|From ITo |FRD. |Fl0m I‘I’o SA Q... [From [To
C})|35? 40 8/08:00 16:00 8/08:0016:00 8/08:00 16:00 8/08:00 16:00 8/08:0016:00 0/00:00 00:C~|
ngsr 48 8 8 8 8 8 | 0

ey 1000 E 48 £ | o8 | g | g | g

25. Click the Save button .

B The system displays the message, “Your data has been saved.”

1113 Status:In Review
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Time Sheet: Initial Screen

| Time Sheet: initial Screen

I| Menu) 4] | || [ Back |[ Exit]| Cancel | | System || Enter Times || Select All Persons || Deselect All Persons || Sort Ascending || Sort Descending |[ More... )
]
26 Data Entry
Data Entry Profile THKWNEEZ | TK Wiy, NREP & L2324 Staff- EEList
Key date 69/06/2011

FPersonnel Selection

Ferson 1D FPersonn... Personnel Assign Text hlame [Per,,

25717936 17720 50014986 Active WELISSON AGUIAR 218E ~ |
" UDa483ssT 2573 50001170 Active EDWARD ALLEN 218€
| U31616472 9397 50004221 Active MARK ALPERT 210C__|
| 54820399 16283 50007295 Active ANTONIO ANDRADE 218€
| 55200800 16400 50007347 Active PEDRO AYALOS 218€
| 018167260 5480 50002458 Active RYAN BRADBURY 218€
| 14872774 4526 50002047 Active NORMA CASTILLO 218€
| 53958307 166819 50014587 Active TIFFANY CHIN 218E
| 24207681 7313 09999999 Withdrawn DAVID CLARK 218E
| U35568040 18507 50013681 Active DAVID CLARK 218E
:UQBBB24?D 29196 50013078 Active RUI CORREIA 218{;'

4 b

26. Click the Exit button LE4it]

To enter time for additional employees, click the Row I: to the left of the Person ID for
which you want to enter time and repeat Steps 19 through 24.

27. The transaction is complete.
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Results and Next Steps

You have created a variant for an employee list that can be used to enter time for a specific employee.
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