ENTERPRISE
BUSINESS SOLUTION

“People = Process » System

Time Management (TM) City of Portland

SAP — DATA ENTRY FOR MULTIPLE EMPLOYEES

Overview:

This document explains how to enter time data for multiple employees in CAT2.

Transaction:
CAT2 — Time Sheet: Initial Screen

Hints / Tips:
This process will only work for employees who have the direct cost profile.

Procedure:
Perform the following steps in order to complete this activity. The details of each step follow.

Prepare Data in MS Excel Spreadsheet

Step 1: Enter the employee’s last name, first name (not necessary but easier to match names in
SAP) in Column A of the spreadsheet.

Step 2: Enter the employee’s Personnel Numbers in Column B of the spreadsheet.

Step 3: Enter the relevant A/A Types for the employee in Column C of the spreadsheet.
Step 4: Enter the employee’s start time (in military format) in Column D of the spreadsheet.
Step 5: Enter the employee’s end time (in military format) in Column E of the spreadsheet.

A | B8 | ¢ [ o | E [ F [ & | HET
1 | ZANVODSKY, RR 208644 avac 1200 0800
2 |REED, EA T44695 aschk 0800 1200
3 |SALVETTI, AP | TE0182 avac 0800 0800

4

Access ‘Multiple Employee’ Entry Mode in CAT2

Step 1: Enter ZCOPDIRC in the Data Entry Profile field.
Step 2: Enter the first day of the payroll period in the Key Date field.
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TM — Data Entry for Multiple Employees

Step 3: Click the Settings button.
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Step 4: Click the Persons tab.

Time Sheet: Initial Screen (
V4

| Data Entry
Data Entry Profile FCOFDIRC CoP - CATS Profile Regular - Mo Allocation

160/61/2009

Key date

General ~ Time | Persons “_Worklist |‘Defaurt |'Check5 |‘Costaccounting variant |'Wor|-cﬂow ?

Data Entry Prcfile TZCOPDIRC CoP - CATS Profile Regular - No Allocation

| Genera settings

[¥]Profie changeable 4 |« Highlight re.. recs [v|Releasze future times
[+|WVith target hours |+ Highlight acdnl info [¥]Release on saving
[/|With totals line [ Workdays only [JJApproval required t

[¥]With clock times |+ Display weekdays [JNo changes after approval (
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TM — Data Entry for Multiple Employees

Time Sheet: Initial Screen
e |
7 &
Data Entry
Data Entry Profile ZCOPDIRC CoP CATS Frofile Regular Mo Allocation

cate 10/81/ 2884

sanaral ima - Parcong Wihnrlcict Nafa it Cnarlko Coset accountinn yariant W ke lowsr
aenera = ersins v gl LNeCEs LOSt accounin g varg Yo O
Pimde Tt Denfls FHADnTDO Cal AT Demfile Dhieendee Blo Ao s oo
UAalaE =iy rionine LLUrvine O Ao rronie meguiar  iNo SnoCalion

Ferznn Selrction

Parconnal Mimhar —
T elzonns NUMDe

for several

. Admiristrator group
Time administrator

() Orgarizational unit

(i Controlling area COoP1
Cost Center

I'f.'ﬁ- Report pers. selact. 'RP_FSTO1 | F 7
Variant sel. report i [ j

Step 5: Click the Entry for several personnel nos checkbox to select.

Step 6: Click the Entry using pers. list checkbox to select.

Step 7: Click the Report pers. select radio button to select and type “RPLFSTO01.”
Step 8: Click the Continue button.
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TM — Data Entry for Multiple Employees

=S, s
Data Entry
Mota Crbre Deafila z2raDR TR TaD  MATS Drafila Doraiilar  Bla Moo otioe
awa ikl mrune LU U AN U L T TUNS B uian INU Aaiue-awnd g
Key date 110701/2009|
Personnel Selection
Personn iNanE iP‘..r iS_l_ iEiE iC‘._.. Ctr iD.rg..zn.i! i“ |Hasf name

sausahiElandnbdnsnnaninbunaninn.

Step 9: Click the Personnel Selectn button.

The Personnel Number Selection for Fast Data Entry screen displays.
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TM — Data Entry for Multiple Employees

= Personnel Number Selection for Fast Data Entry

& ~ 48 @@ DHE D8 @ B8
Personnel Number Selection for Fast Data Entry
@& H
‘ Further selections H = Search helps H & Sort order H = Org. structure
 Period ' | '
(I Today {1 Current month () Current year
(1Up to today {iFrom today
(e Other period
Period ' ' To
Payroll period
Selection
Personnel Number ' ' | e.
Employment status #| IEJ_ .
Time recording administrator ' ' 5

Step 10:Click the Multiple Selection button for the Personnel Number field.

Personnel Number Selection for Fast Data Entry

@ & H )
. II? Multiple Selection for Personnel Number x
: L
- Select Single Values | Select Ranges | Exclude Single Values | Exclude Ranges |
O Singleva. |
aj E ]
4k
1 |
m + ||§|@||@|@ Multiple selection.. |@HE|E|

Step 11: Copy the Personnel Numbers from the spreadsheet and paste them into SAP.
Step 12: Click the Execute button.
Step 13: Click the Execute button again on the next screen.
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TM — Data Entry for Multiple Employees

The Time Sheet: Initial Screen displays.
Time Sheet: Initial Screen

/ElE & ¥ &

Datgigntry

DataiEntry Profile ZCOPDIRC CoP - CATS Profile Regular - No Allocation

Key llate 10/01/2009

|LH 1 4 I'Serectjon
Personn... Name Per.. |Su... |[EIE..[Cost Cir Org.unit Ti.. Last name.tﬁ
;208644 Robert Zavodsky 1020 3650 1 64 FREOOOBOOE 200000587 BO1 ZAVODSKY , =
:?44695 Ethan Reed 1020 3050 1 1 FREOGOREAE 200060979 BA1 REED, ETH™
_?60182 Adam Salvetti 1020 3650 1 81 FREOGOBEA6 20000137 BO1 SALVETTI,
i b 1 b

@  Personnel Selectn |

Step 14: Click the Select All Persons button.

| NOTE: The selected employees appear in the Personnel Selection window.
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Time Sheet: Initial Screen

7 ﬁ-&-@@

Data Entry _ _
Data Entry Profile ZCOPDIRC CoP - CATS Profile Regular - No Allocation
Key date 10/01/2000

Personnel Selection

Personn... Name Per.. Su.. EE.CostCir Orgunit  Ti.. Lastname _.

1208644  Robert Zavodsky 1020 3050 1 64 FREOGROEOG6 20000087 BA1 ZAVODSKY , =~

744695  FEthan Reed 1920 3050 1 81 FREDEEDOO6 206600879 BO1 REED. ETH ™
] -[?69182 j.ﬂ.dam Salvetti 1620 3656 1 61 FREOGOOEO6 20806137 BA1 SALVETTI,

L i b

|@ Personnel Selecin |

Step 15: Click the Enter Times button to access the timesheet.

Create a variant in CAT2 for Entering Multiple Employees

= 1 6
Time Sheet Edit Goto BEwtras Environment System  Help

[~ njdH @ SRR Dnoaa HE @
Time Sheet: Data Entry View

EEEEES
""" 10/01/2008 ] - [10/14/2009

| Data Entry Area

LT [Pers Mo [Marme [Rec cCtr [Receiver WES el [Rec Or [Rec Funcar [a/a [val ba [P[P i [Job External Work  [Total [TH 1
® 780182  Adam Salvett 120 ol

|2 7e0182  Adam Salvett a 05

| |® 744595  Ethan Reed 120 ol

" |= 724895 Ethan Reed 48 0

| 744895 Ethen Reed ASCK 43

B ® 208644  Robert Zavodsky 120 0]

B = 208644  Robert Zavodsky 48 a

| ossa4 Robert Zavodsky AVAC 43

NOTE: The column arrangement below will appear, create a variant to match the way data is

organized on the MS Excel spreadsheet.
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TM — Data Entry for Multiple Employees

=3 (=1 G
Time Shest Edit Goto Extras Environment System Help =
V) nldE e SRR Dhon BE @0
Time Sheet: Data Entry View
& BB
i 1040112000 - [10/14/2009
| Data Entry Area
LT [Pers.No.  [ava, [Name Total [TH 1 JFrom [To |FR 1 JFrem [Te  [sa _[From [0 [su _[From [To MO _[From [TofT
@© 760182 Adarm Salvett 120 00000 09°00  2408°00 08 80 80000 5000 00000 09°00 2408 00 08
| = 780182 Adam Salvett 0 g 0 0 g 0 =
@ 744695 Ethan Reed 120 000:00 09.00  2408:00 0500 000:00 90:00 000:00 09.00  2408:00 08[]
B 744695 Ethan Reed 43 g 24 0 g 24
| 744895 ASCK Ethan Reed 48 24 24
| ® 208644 Robert Zavodsky 120 000:00 09.00  2408:00 05.00 000:00 90:00 000:00 09.80  2408:00 08
| = 208644 Robert Zavodsky 43 g 24 0 g 24
208644  AVAC Robert Zavodsky 48 24 24
Copy and paste data from MS Excel spreadsheet to SAP
A B | c p | E | F | 6 | HTZ
1 | ZAVODSKY, RR [208644 avac 1200 0E00 il
2 |REED, EA TA4695 aschk 0800 1200
3 |SALVETTI AR 760182 avac 0800 0300
4 =
M4 « » »]\Sheet2 / Sheetl / | < >
Step 1: Copy the Personnel Numbers and A/A codes from the spreadsheet.
Step 2: Paste the data into SAP.
| Data Entry Area
LT [Pers.No. [ [Name [Total [10/01 [From [To  [10/02 [Frem [Te  [10/03 [From [To  [10/04 [From [To  [10/05 [Frem [TofT
 |®Te01s2 Adam Salvett 120 000:00 09:00  2405:00 0500 000:00 90:00 000:00 09:00  2405:00 0§l
| = 780182 Adarm Salvett B o 0 a o 0 =
| @ 744895 Ethan Reed 120 000 00 09 B0 240300 05 00 00000 5000 000 B0 00 0 2408 00 @8[]
| |= 744595 Ethan Reed 48 g 24 0 g 24
| 744895 aSCK Ethan Reed 48 24 24
| ® 208844 Robert Zavodsky 120 00000 09°00  2403°00 05 00 000:00 5000 000 00 09°00  2403:00 0§
|| = 2os6a4 Robert Zavodsky 48 g 24 0 g 24
208644 AVAC Robert Zavodsky 43 24 24

208644 awvac
744685 asck
| 780182 avac

Step 3: Copy the Start and stop times from the spreadsheet.
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TM — Data Entry for Multiple Employees

A B | C 5 | = F [ e | Hm
1 |ZAVODSKY, RR 208644 avac 1200 0800 =
2 |REED, EA 744895 |asck 0800 1200
S [SALVETTI, AP 760162  avac  [0300 0800
s | | | v
M 4 » »\Sheet2/ Sheet1 / 1< I | 2l
Step 4: Paste the data on the applicable day in SAP
E?T\me Shest Edit Goto Extras Environment System Help E‘w
@ 1B ICee DHB O0an BE @@
Time Sheet: Data Entry View
BB G EENEEE NE N R EE ]
Data Entry Period [10/01/2009 - [10714/2009]
LT [Pers.No.  |&4&  [Name Total 10/07 |From |To 10/08 |From |To 10/09 |From |To 10410 |From |To 10411 |From |TolE
@ 760182 Adarn Salvef 120 000:00 00:00  2408:00 08: 00 00800 00:00 000:00 09:00  2408:00 08
E 760182 Adam Salvef 0 o 0 o o 0 =
@ 744895 Ethan Reed 120 000:00 00:00  2408:00 08,00 00000 00:00 00000 00:00  2408:00 08
& 744695 Ethan Reed 48 0 o 0 g 0
744895  ASCK Ethan Reed 48
@ 208844 Robert Zavodsky 120 00000 00.00  2408:00 08,00 00000 00:00 00000 00.00  2408:00 08
& 208644 Rohert Zavodsky 45 0 0] 0]
208644  AVAC Robert Zavodsky 48
avac 1200 [F300
asck 0809 1200
avac 0800 0800
Generate ‘CADO’ report to verify data entry that was processed.
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