CATS (Cross Application Time Sheet) — Negative Time “CAT2” Regular Employees
Only requires Exception Time Data be recorded for the employee

This document describes the process of entering Time Data (Attendance’s and Absences) for Regular
Employees into the SAP System and Saving the Data.

Methods of Recording Time Data: Two methods Negative Time Recording or Positive Time
Recording.

1. Negative Time Recording: (Regular employees) only requires that Exception Time Data be
recorded for regular employee (employees with benefits). Exceptions are any types of Time
Data other than planned working hours. Exceptions can be an Attendance, Absence, and/or
cost assignment (assignment of personnel costs to different cost centers). The system will take
into account and evaluate all exceptions and adjust compensation accordingly, otherwise the
employee is compensated according to their assigned Work Schedule.

Example:
When an employee works his/her planned work schedule, the system does not require Time Data to be

recorded. On the other hand, if an employee takes sick leave one day, vacation on another, and worked
special activity on a third day, these forms of Time Data must be recorded into the system. The entire
workday must be accounted for if the employee takes a partial day. The day should be accounted for in
the order of the absence, for example if the employee was out sick for 3 hours in the morning the
Attendance /Absence code for Sick leave is entered in the first available row, the next row will have
the Attendance /Absence code for Normal working hours. These are examples of exceptions to the
normal work schedule.

Positive Time Recording: Refer to the document titled CATS (Cross Application Time Sheet) -
Positive Time “CAT2” located in Outlook Public folders.

Saved Data:

Time Data records are saved and stored in the CATS database with a “Waiting for Approval” status.
These records will go through an approval process and eventually transferred into the Human
Resources Module of SAP. All Time Data records will be evaluated using a program called Time
Evaluation. Time Evaluation will process all Time Data; generate Overtime/Holiday
Premiums/Special payments/update Quotas/etc. according to PCSB pay practices. The results are then
passed into the Payroll system where the data is used to calculate an employee’s compensation.

Changes to Time Data Using CATS:

Corrections can be made using the same processes as described in this document. Using the Key Date,
the system will display all previously saved/approved records within the week the Key Date falls.
Make necessary changes. After saving the Time Data record will change its status from “Approved” to
“Changed after Approved.” The changed records will be re-transferred into the Human Resources
Module and goes through the same procedures as above.

The Payroll Administrator will advise all Administrative Assistants of the cut-off dates for entering of
Time Data.
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CATS (Cross Application Time Sheet) — Negative Time “CAT2” Regular Employees
Only requires Exception Time Data be recorded for the employee

Steps

Screen Displayed

Procedures

1

Menu Edit Faworites Edras System Help

@ aldH Caa DHE N0 HE @B
SAP Easy Access PCSB Menu

FILA I EEE RS

(I Favorites
< {3 5AP menu
< ‘= PCEA Manu
D (3 Human Resource
b (2 Plant Maintenance

B H Sa O E

Time Sheet: Initial Screen
&

Data Entry
Drata Entry Profile
Key date

HR-CATS
B4/19¢ 2006

Enter Time Data

Fersonnel Selection

Personnel Mumber 3182 [@)  JAMES JJOHNSON

SAF EFaswv Access

e Type CAT2 in the command box
e Press Enter
_Or_
e Click on the icon to the left of PCSB Menu >
Payroll, Double Click on CAT2-Time
Sheet: Maintain Times

Time S heet: Initial Screen

e Type HR-CATS in Data Entry Profile field
or select from Search help list

e Type the Employee Number (SAP #) in
Personnel Number field (To search for an
employee number, refer to the Personnel
number search (SAP #) in Payroll and HR
Modules.doc document)

e Press Enter to display the employee name

N7
[

Information Bar with White Triangle
pointing left.

) [oRD (1) 000 | sapriged |N§\%

Information Bar with White Triangle
pointing right PRD (X) (300) sapr3paX N\NS

) [PRD (1) 200) 2 saprdpas VR /A

X

Information Bar with White Triangle
pointing right PRD (X) (300) sapr3paXx
OVR

IMPORTANT INFORMATION, PLEASE
READ:

The settings on your SAP Easy Access can be
changed so that when entering a different
employee number you do not have to remove the
displayed number, the number can be typed over.

Examples of the way your Information Bar may
display and how to change the settings:

If the Information Bar on the lower right of your
creen displays a white triangle pointing to the left
ithout other information

Click on the Triangle

If the Information Bar on the lower right of your
screen displays a white triangle pointing to the
ight with PRD (X) (300) sapr3paX INS

Click on the letters INS
Or
e Press the INS Key on the Key Board

The PRD (X) (300) sapr3paX OVR will display
and the Personnel Number can be typed over.
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CATS (Cross Application Time Sheet) — Negative Time “CAT2” Regular Employees

Only requires Exception Time Data be recorded for the employee

Steps

Screen Displayed

Procedures

3

Time Sheet Edit Goto

Systern  Help
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Time Sheet: Initial Screen

7

Data Entry
Data Entry Profile HR-CATS
Key date 0471942808

Enter Time Data

4 Aptil g 2006F _

Fersonnel Selection

Personnel Murmber 182 JAMES JJOHI

MO TU WE TH FR 54 SU

k.
12 il &
14 3 46567839
18] 18 11 12 13 14 15 16
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TimeSheet Edit Gofo Exras Emironment System Help

g R
Time Sheet: Data Entry View
BEA7EOR @Z40 BE BRERLE OO

@ OHRE D000 B QF

B389 JOHNDDOE CostClr  DRO3ASALAR

031812006 - 03/24/2008

Data Entry Period

[iata Entry Area
[Ele. 5o 1 [au 0319 o 030 Tu 1aon e 032 TH 13 R D84 RenCot ffoal T
o om am pm s 8 6MQ )
oo ae oe oe o6 06 0w 0 g

] \

‘D Diata eny e Hﬂ‘ Release vew HE: Variableview  |EnfryDof2

After Pressing Enter, the Employee Name is
displayed and the Key Date field appears.

The Key Date field defaults to the current date and
can be changed to allow for the recording of Time
Data four weeks in the past and four weeks into
the future from the Key Date.

e Type the Key Date
_Or_

e Click the Search help icon and Select from
the Calendar the Key Date on which entries
need to be made | ieyuee

03113¢2004[=)

e Click the Enter Time Pencil icon on toolbar

Note: The PCSB workweek starts on Saturday and
ends on Friday. The Key Date will fall within the
four-week date range that the CATS Time Sheet
initially displays.

The Personnel Number and Name of the
employee are displayed.

Cost Ctr: Identifies the Cost Center to which the
employee has been assigned on the Organizational
Assignment. All Time Data will be posted to this

Cost Center unless otherwise specified.

Data Entry Period: The CATS Time Sheet has
been set to allow for the recording of Time Data
four weeks in the past and four weeks into the

future from the Key date that is being displayed.

The Weekdays icon is used to change the days
and dates of the week to dates of the month.

=

The Previous and Next screen icons are used to
select a date range, if the displayed dates are not

correct. IEIE'

A/AType: (Attendance/Absence Type) The field
is used to record a Time Data code.

Rec. CCtr: (Receiving Cost Center).

This field is used when the employee’s personnel
costs are allocated/assigned to a cost center that
differs from their Organizational Assignment Cost
Center.
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CATS (Cross Application Time Sheet) — Negative Time “CAT2” Regular Employees
Only requires Exception Time Data be recorded for the employee

Steps Screen Displayed Procedures
4
£ e Time Sheet: Data Entry View
HIE e CHR 800D BR QM@
Time Sheet: Data Entry View i i
B0&A7E800 EPa0 08 BABELE T To Enter Time Data Exception(s):
ParsonnelMumber 8989 JOHNDDOE CostClr  DUBIASALAR [] ClICk in the ﬁrSt available row Of the COIUmn
Data Entry Period 8311672006 - 03/24/2006 |abE|ed A/A
Data Entry Area
@NA. SA 0318 [SU 0319 [MO 0320 TV 0321 |WE 0322 TH 0323 |[FR 03724 |Rec.CCtr  Total LT R R .
T T B ™ vl e Click the Search help icon on the right to
€ open the Att./Absence type search help box
- D]l \
‘D Diata entry view: Hﬂf’ Release view HEJ Variableview | Enfty0 of2
5

I[«1[+]

PSG|AfAType|Att. Jahs. type text ‘_Start date(End Date

10 (BIGA 4B Bhsent Staff/Hearings |G1/81/1090 m\§
10 (BI18 4B Comp Time Taken A1/61/1990|12/31/9999
10 (BI32 4B Float/Birthday Holiday|01/081/1990)12/31/9999
10 (BI48 4B Injury/ITTness Duty A1/61/1990|12/31/9999
10 (BI44 4B Jury Duty/Subpoena A1/61/1990|12/31/9999
10 (BISA 4B Personal Chrg To Sick |G1/81/1098)12/31/9999
10 (BI52 4B Personal Chrg wio Pay |01/81/1990)12/31/9999

—

e Click the Att./abs. type text header to sort
this column ascending/descending (optional)

10 (0162 |48 Sffck Leave <&——TEtHirtTOUDITZITI9999
10 |BIG4 AB Sick Leave Bank 61/81/1990112/31/9999
10 |BIT4 AB Summer School Leave 81/81/1890)12/31/9999
10 |QI78 AB Temporary Duty Leawe |OF/01/2002(12/31/9999
10 |BIYG 48 Tmp Duty for Military [G1/081/1890)12/31/9999

10 (BI&8 4B Wacation A1/61/10990| 1273179599
10 (BI89 4B Worker's Comp Absence |01/81/1090)12/31/99949
10 (BIGE AT 2nd Joh-Clerical A1/61/1998|12/31/9999
10 |BIGG AT 2nd Joh-Foodservice A1/61/1990| 1243179999
10 (0148 AT 2nd Joh-Misc, B1/01/1990|12431/9999
10 (BI7A AT 2nd Joh-Para A1/61/1990|12/31/9999
10 (BIG4 AT Adult School Teacher |G1/81/1098)12/31/9999
10 (BI14 AT Child Care A1/61/1990|12/31/9999
10 (BI16 AT Comp Time Earned A1/61/1390| 1243179999

18 (BI22 AT Curriculum Development|@1/81/18908)12/31/9939
10 (BI24 AT Early Intervention A1/617/1990| 1243179599
10 |BI26 AT Extended Contracts A1/61/1990|12/31/9599
10 (BI34 AT Free Day Holiday A1/617/1990|12/31/9599
10 |BI36 AT Hospital Homehound A1/61/1990|12/31/9999
10 (BI38 AT Hurricane Day - Worked|O1/81/1990)12/31/9994
10 |BI46 AT Normal Working Hours |O1/81/1990)12/31/9994
10 |BI47 AT Other Special Actiwity|01/81/1998)12/31/9994
10 |BIS6 AT Sat Psychological Test|O1/@1/1998)12/31/9994

10 |0I58 AT Bat Work Detail 01/81/1990] 12731 /9999

10 |BIEE AT Security Guards O1/01/1990]12/31/9999 —
10 |@I72 AT Summer School A1/01/1990|12/31/9999 L&
v F & H %

¢ Double Click anywhere on the row of the
Att./abs. type text you wish to select

e Repeat these steps for each A/A Type entry
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CATS (Cross Application Time Sheet) — Negative Time “CAT2” Regular Employees
Only requires Exception Time Data be recorded for the employee

Steps

Screen Displayed

Procedures

6

Time Sheet Edit Goto Edras Enyironment System  Help

V] ajdl

QCHR D00 AR QOm

Time Sheet: Data Entry View
BEAFE0B| G 0 HE|B9ERED S| DD

Personnel Mumber 4884 JOHN D DOE CostClr  D903AGALAR

Data Enty Period 03/16/2006 - 03/24/2006

Data Entry Atea

[Blaa. 54 0318 [5U 0319 Mo 03720 [TU 03121 [WE 0322 [TH 0312 [FR 03124 [Rec et [Total

LT

o) 0o 8o 80 605 603 603

40 08 ®

0.60 0.00 0.00 0.00 0.08 0.68 0.68

5.08) B

0146 5

Time Sheet: Data Entry View

When entering time for Reqular Employees the
time data must always replace the total
scheduled hours in a workday.

If an employee works any part of a scheduled day,
then both the normal working hours and the leave
time must be recorded in order to replace the total
scheduled hours for that day. Enter time in the
order that it was taken.

To Enter the Hours:

[Tl

e Click in the box on the line corresponding
with the day the Attendance/Absence type
is to be recorded

e Type the Total Hours of exception in the box
for the selected Attendance/ Absence type

e Repeat the above process for each date that
an Attendance/Absence type needs to be
recorded.

TimeSheet Edt Gofo Exras Emronment System  Help

¢ 100 ¢ae CARADND BR OF

Time Sheet: Data Entry View
BEATFEOR|GR4A B0 BRERDE 0T

Personnel Number 8889 JOHNDDOE CostCtr  BOE3ASALAR

DalaEriPeriod 0311812005 - 0312412006

Data Enty Area

w54 018 Jau 0319 o 0320 [Tu 031 [We 032 TH 0303 R 034 Rec.COtr [Tt

i

L

00

0.00 6.0 00a 06 0.0 000 0.0

1.0 3

0146 §

0162 3

To Record the Amount of Time Worked:

e Type 0146 (A/A Type for normal working
hours) in the Attendance/ Absence type
column or select from Search help

e Click in the box on the line corresponding
with the day the Attendance/Absence type is
to be recorded

e Enter the Number of Hours worked on the
line and day to the right of the 0146 (A/A
Type Normal working hours)

e Type 0162 (A/A Type for Sick leave) in the
Attendance/ Absence type column and repeat
the above steps

Time was accounted for this employee’s entire
workday; the employee worked the first part of the
day and was out during the second part of the day.

Continue to enter Attendance/ Absence types as
required.
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CATS (Cross Application Time Sheet) — Negative Time “CAT2” Regular Employees
Only requires Exception Time Data be recorded for the employee

Steps Screen Displayed

Procedures

8

Time Sheet: Data Entry View
ERAYECR AZ A EABE2ERDL D0

Personnel Number 8689 JOHN O DOE CostClr  BOR3AGALAR

Dt Enty Period DG/ 2006 - 0312412005

Data Entry Area

N SA 03/18 |3U 03119 (MO 03720 ‘TU 0321 WE 03722 ‘TH 0323 |FR 0324 |Rec.CClr |Tatal ‘LT

=

BB D60 B8 800 80D 800 609 9010

0.9 0.80 8 DD‘ .00 8.000 10.00 8.0 4 DD‘ z

014 5.00] 10.00 15.00]

162, 3.00 2.00 b UU‘

014 5.00 .00

0178 3.00 e

0162, 5.00 5.00

0Itg 8.60 8.00

Overtime is considered an exception to the
scheduled working hours. Although overtime is
understood as overtime there is not an Absence /
Attendance code used specifically for overtime.
Overtime is entered using the Absence /
Attendance code 0146 for normal working hours.

Important: When entering time for Regular
Employees the time data must always replace the
total scheduled hours in a workday. If an
employee worked over their scheduled working
hours then you will enter the total number of hours
worked in that day.

Example: Scheduled hours = 8
Overtime worked = 2
Hours to be entered =10

9 Tirie Sheet Edit Gobo Edras Eniir i
(v IR ICae 2HE Bhan BE O
Time Sheet: Data Entry View
BEAFE0R GFaH EF BoBRUS ©1

2ersonnel Mumper 0889 JOHWDDOE CostClr  DOB3ASALAR

JafaEntyPeiod  03/1812006 - 0312412006

Diata Entry Area

NA.SA 0318 |8U 0318 MO 0320 TU 0321 WE 0322 ‘TH 0323 |FR 0324 Rec.CCk [Tatal ‘LT

08 00 80 6N 80 600 6 0

0.69 0.6 6.9 66D 5.000 1.6  6.00 3 DD‘ b

145 G | 10.00 16,00

n2 300 200 5 DD‘

145 .00 5.0

i 10 0

0162 2.0 20

LINE 8.00 8.00

Important:
Time must be entered in the order it was taken.

Example:
If you are entering an exception and the employee

has worked any part of a scheduled working day
and has had a time exception recorded previously
during that week, you can edit the row by inserting
a line for entering the hours that were worked.

To Edit a Row and Insert a Line:

e Click the small box to the left of the A/A...
column in the row you want to insert the line
above

e Click the Insert row icon @,

e Enter the A/A Type and time in the inserted
row
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CATS (Cross Application Time Sheet) — Negative Time “CAT2” Regular Employees
Only requires Exception Time Data be recorded for the employee

Steps Screen Displayed Procedures
10 Other Attendances/Absences:

Time Sheet Edit Goto Extras  Environn Sy

g 398 Cee 0HE D000 BF 0N ,

Time Sheet. at Entry View Ent_er any other A/A Type’s the employee used
BEAYECR| 94N B8 BEURBELRE TT during the week.

Persannel Humber 8889 JOHND DOE CostCtr 09B3KSALAR

Data Entry Period 04/01/2006 - 04/07/2006 ° Press the Enter key after a” A/A Type are
Daariy e entered for the selected Data Entry Period

AJA SA 04101 |5U 04002 MO 04/03 [TU 04104 WE 04/05 TH 04/06 |FR 04/07 |Rec. CCtr Total LT

.06 .00 .00 .00 .00 8.00 .00 40.08|
. LA, . . “®% | | The row beneath the header row displays the
I - 1 employee’s normal working schedule with the
s T i grand total in the Total column. The next row
0162 4.00 4.00) - -
s im T displays the total per day with the grand total of
o - = exceptions in the Total column.
e Click the Save icon O
C OjE) ]
‘D Diata eniry view Hﬂ' Release view H& ariahle view Eniry10f9
11

Time Sheet Edt Goto Exraz Emronment 5 He

[V aaBIcae SHRIDOLDIEE @
Time Sheet: Data Entry View
BEAFECE @ROH EEBYERDY DD

Personnel Number 8880 JOHNDDOE CostCtr  BOB3ASALAR

DalaEnfyPeriod  B4/H1/2006 - 0410742086

Fers o, 096883 JOAN D DOE 40,80/ @
4210 B

Date i Hessage text 15.80
B406F2006 W Number of hours recorded 10,00 excesds target hours &.00 3.00

5.00
3.00
4.00

vEDHEX L

8.00

an| \

‘D Dt ey iew H@ Release view HE‘J Variableview | Entiy1 of3

The Display Messages dialog box will display
with all applicable Warning and Error Messages
if any are detected by the system.

Warning Messages: The Warning message tells
you that the individual has exceeded the
target/normal working hours.

e Press Enter or Click the green check to
return to Time Sheet: Data Entry View
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CATS (Cross Application Time Sheet) — Negative Time “CAT2” Regular Employees
Only requires Exception Time Data be recorded for the employee

Steps Screen Displayed Procedures
12 — Error Messages: The Error message tells you that
E— @ DHB Doop OF OF the individual does not have enough absence
Time Sheet; Data Entry View quotas to cover the days that have been recorded.
BEEA7I0® S7a0 B8 B4BRUS QT Error messages must be corrected to proceed.
Data Entry Period 03/18/2006 - 03/24/2006 ° Press Enter Or Click the green Check to
E:tazzw[lt::: SU 0318 (MO 03720 TU 03721 \WE 03722 [TH 03723 [FR 0324 |Rec. CCt |Total LT return to the Tlme SheEt Data Entry Screen
.00 0.00 7.75 7.7 7.7 7.75 7.75 .75 ®
e L —— m e Click the box to the left of the row the error
T s message pertains to (in this example it’s the
o — . row with 0118 Att./Absence type) the row is
oree I h|gh||ghted
OBI07 230408 et encunt quoca 50 for atcendancernsence G118 on SRI67VZ00M for pars
e Click the Delete line icon
or. =
e Change the Att./Absence type to make
- anl i corrections
[0 oataenyiew | Relaseview  |®  Variawleview | Entyd ofd L] CliCk Save iCOﬂ
13

Time Sheet Edt Goto

Time Sheet: Data Entry View

BEAFEND B 0 EHE EYERDS 24

Persannel Number 382 JANEJDOE CostClr  D9OILSALAR

Data EntryPerad B3118/2005 - 03/24/2006

Pers No.  BA003882 JANE J DOE

Date M Message text
0312012006 W Number of hours recarded 9.75 exceeds target hours 7.75
(312112006 W Nunber of hours recorded 9.75 exceeds target hours 7.75

vEOHER

TFirvre Sheeaeit:- RDrafta Ervderw Wie var

This example also had a warning message with the
error message. This warning message is letting us
know we entered more time than the employee is
scheduled to work. The system will allow us to
save this entry.

e Press Enter or Click the green check to
acknowledge the warning message

e Click the Save icon
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CATS (Cross Application Time Sheet) — Negative Time “CAT2” Regular Employees
Only requires Exception Time Data be recorded for the employee

Steps

Screen Displayed

Procedures

14

erm
J

Hieaa SHE BOO8 B

£ &l

Time Sheet: Initial Screen

Data Entry
Data Entry Profile
Key date

HR-CATS
03424} 20086

Enter Time Data

Personnel Selection
Personnel Mumber

3g82

JANE J DOE

|® ‘Your data has been saved

Tirmre Sheet: Initial Screen

At the bottom left corner of your screen in the
status bar you will see this message:

| &2 vour data has been saved

The time entries are stored in the CATS Database
pending approval.

Step 15 shows the time sheet before it was saved
and the Error message was corrected.

15

Time Sheet Edit Goto Exras Emdronment System  Help

@ 1498 o0 DHR ON00 BRI GE

Time Sheet: Data Entry View
EEAFEIOR|ERGA BEE RuRREDE O

Personnel Number 382

JANE JDOE

CostClr

Data Erity Prind 13111/2006 - 03/17/2008

DOB3TSALAR

Data Enity Area

AJA. 34 0311 18U 0312

W0 03113

TU 0314

WWE 03115

TH 0316

FR 0317 Rec. CCh

Total

LT

0.0 0.08

7.75)

7.78

7.78

7.78

7.7

.75 @

0.0 0.08

.09

0.9

080

0.00

0.00

000 B

0146

5

9.7

0162

2.75)

2.0

0146

5.75

0I7s

4.00

0146

200

0162

1.75

0113

.75

4]

[ Dataeniiew | Releaseview |R  Variableview

Enty1 of 2

Example Time Entries:
All entries are made in the order the A/A Type
was taken.

MO... (Monday): 5 hours of 0146 (AT Normal
Working Hours)(1* row) and 2.75 hours of 0162
(AB Sick Leave) (2" row)

TU... (Tuesday): 2 hours of 0162 (AB Sick
Leave) (2" row) and 5.75 hours of 0146 (AT
Normal Working Hours) (3" row)

WE... (Wednesday): 4 hours of 0178 (AT
Temporary Duty Leave) (4" rowz, 2 hours of 0146
(AT Normal Working Hours) (5" row) and 1.75
hours of 0162 (AB Sick Leave) (6™ row)

TH... (Thursday): 9.75 hours of 0146 (AT Normal
Working Hours) (1* row)

FR... (Friday): 7.75 hours of 0118 (AB Comp
Time Taken) 7" (row)
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