Time Reporting

Objectives:
At the end of the chapter you will be able to:
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The course map will provide you with a high level overview of where you are at the beginning
of every chapter.

Time Management

Chapter 1 — Overview of Time
Management

Chapter 2 — Time Management
Transactions

Chapter 3 - Time Managers
Workplace

Chapter 4 — Time Reporting
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The purpose of this chapter is to describe how to access and execute the relevant Time

Reports applicable to Prasa. The User needs to experiment with the reports, the selection
criteria and report layout.

The report selection screen consists of the following areas:
[ Reporting Period to indicate the period that must be evaluated

[ Selection Area to use a combination of selections to evaluate
the correct employees

All report data can be printed or downloaded as required.
Prasa uses SAP Standard Reports that is part of SAP

The Program Documentation button on the selection screen of the
SAP Standard reports contains a description and also describes the
purpose of the report.

Users can use the Ad Hoc Query transaction to create their own reports
where required.

—= SAP Standard reports are displayed in the Time Management module.

Take Note

Time Reporting
Chapter 4 Page 2
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DispPLAY PERSONAL WORK SCHEDULE

The Time Administrator uses this report to display the Personal Work
Schedule of a specific person. For example, a person wants to know what
Overview shift he/she is working on a particular day.

This report can also display an overview for multiple employees for each
day in any given period, which includes all essential planned specifications
concerning the working time of an employee.

You can use the report when maintaining substitutions for example, so that
the working times and working time rules for employees as well as any
existing Infotype records can be provided for a specific date.

Ensure that the SAP Easy Access screen is displayed.

A

.-/

LXC-’ Select Human Resources — Time Management — Administration —
Menu Path Information System — Report Selection — Work Schedule —» PT63 —
Personal Work Schedule
OR

Enter transaction code PT63 in the Command field and click on the @
Enter button.

Personal Work

Schedule The Personal Work Schedule screen is displayed.

=2

Program Edit Goto  System Help
@ D aBeae@ CHE aDon BE @m
Personal Work Schedule
=l

Futherselactions || & Searchhelps || & Sort order
Period

O Today ® Current month O Currentyear

O Up ta today O Fram today

O Other period

Petiod | To

Selection

Fersonnel Mumber

Tirme recording administrator

Wark schedule
[JRead from cluster

Display periods
@ Pens.and active
O Inact, pens.and active

QO Left, inactive, pensioned and active

Learner Guide Time Reporting
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Instruction

=
. -
-

Take Note

Personal Work
Schedule

Complete the following instructions:

Button/Field Description

Select the relevant Reporting Period radio button.

Personnel
Number

Enter the Personnel Number of the Employee whose
Personal Work Schedule must be displayed.

The Further Selections |

Further selections

| button above the Period

area contains additional report selection options.

The Personal Work Schedule screen is displayed.

Personal Work Schedule

| Furtherselections | =  Searchhelps | & Sort order
Fericd
(O Today @ Current month O Current year
O Up to today O From today
() Other period
Selection
Persannel Number 30000014 [=)
Tirne recording administrator |_|

Work schedule
[JRead from cluster

Display periods
@ Pens.and active
O Inact, pens.and active
(O Left, inactive, pensioned and active

Time Reporting
Chapter 4 Page 4

Learner Guide




Time Management

prasa

¢

Learner Guide Time Reporting

Chapter 4 » Page 5



%\ pf'Q SQ Time Management

OE GORITH AFBICE

Complete the following instructions:

o

Instruction Button/Field Description

Click on the Enter button to check and verify the

v .
- entries.

Click on the Execute button to start the report.

Personal work

schedule The Personal work schedule screen is displayed.

Personal work schedule

(= e

[ 3 O ] [ | e s 5] | [ 2y w05 [ Phannet woeking tme | Time inetpes

Personal work schedule
Evauation pericd: 2009.10.01 To 2005.10.31

E] Puress Mo [N ot [oafows [ov[paily e bertva[ Test | Gep[tart [End [PiHs[HC{DT[OT best  [Personal W] Desaripson [Hr [Test |l

300000714 The Tifmve Manager 2008.10.01 |TH |G540 5 Day 40 Hrs 16 07-30 [16:30| 8.50 |0 : 5 Day 40 Hour Week |24 South Alnca 0

2009.1002 |FR |OFF DayofRest |05 ShinSubstnmon| 15 0.00 |0 5 Day 40 Hour Wesk |24 | Soumn Amca 1

| 20091003 |BA |DSAT Off Saturday 15 000 |0 Viandpasd GESD 5 Day 40 Hour Waek |24 South Afnca o

u 2009.10.04 |SU [0SUN Off Sunday % 0.00 [0 Vionak | GE4D 5 Day 40 Hour Week |24 | South Aica [

20091005 |MO G540 5 Dy 20 Hes 18 0730|1830/ 850 [0 5 Dy 20 How A South Aliica []

| 20081006 |TU [G540 5 Day 40 Hrs 16 07-30[16:30| 8.50 |0 5 Day 40 Hou South Alnca [

2009.10.07 |WE G540 5 Day 40 Hes 16 07:30|16:30| 8.50 [0 5 Day 40 How A |Soum Amca 0

| 2008 1008 TH | G540 S Day 40 Hrs 16 0730|1630 | 850 |0 5 Day 40 How South Afrca o

u 2009.10.08 |FR |5540 5 Day 40 Hrs 16 (07-30(16:30 | 8.50 |0 5 Diay 40 Hou A |Soum Africa [

20091010 |SA [OSAT O Saturday 18 0.00 |0 5 Dty 40 Hour Woek 23 South Alica []

| 2008.10.11 |$U [0SUN Off Sunday 1% 0.00 [0 5 Day 40 Hour Week |24 South Alnca 1

2009.10.12 MO [G540 5 Day 40 Hes 16 07:30|16:30| 8.50 [0 5 Day 40 How A |Soum Africa []

| 2009 1013 U |GS40 & Day 40 His 16 0730|1630 850 |0 8 Diy 40 How A South Atnca o

u 2009.10.14 | WE G540 16 (07-30(16:30 | 8.50 |0 5 Diay 40 Hou A |Soum Africa [

2009 10.15 6540 18 0730|1830/ 850 [0 5 Dy 20 How A South Aliica []

| 20081016 |FR |G540 16 07-30[16:30| 8.50 |0 > 5 Day 40 Hou South Alnca [

2000.10.17 |4 [0SAT Off Saturday 1% 0.00 |0 Viorkipakd| GE40 5 Day 40 Hour Week |24 | Soumn Aica []

| 20091018 B0 | OSUN QT Sundiy 15 000 |0 Viarpaed GE20 8 Diy 40 Hour Waek |24 South Anca o

u 2000.10.18 |MO |G540 5 Day 40 Hes 16 (07:30|16:30 | 0.50 |0 Viotkipak | GE40 5 Day 40 Hour Wask|25 | South Aica 0

j__ ﬂi""\ The personal Work Schedule for the relevant person is displayed. You can
| print or download the report data to Microsoft Excel, if required.

Syste'm Result

Vo You are now able to:
ﬁﬁ"’ [ Display a Personal Work Schedule of an Employee for a
Consolidation specific period

Time Reporting Learner Guide
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ABSENCE/ATTENDANCE DATA OVERVIEW
The Time Administrator uses this report to obtain an overview on Employee

Attendances and Absences for a specific period.
Overview

Ensure that the SAP Easy Access screen is displayed.

I

i
\_&A Select Human Resources — Time Management — Administration —
Menu Path Information System — Report Selection — Attendance — PT64 —

Attendance Data Overview
OR

Enter transaction code PT64 in the Command field and click on the
Enter button.

Attendance/ ) . .
Absence Data:  1he Attendance/Absence Data: Overview screen is displayed.

. = 5
Overview T i sap
@ TR e@a DHNE SDLAN DR @6
Attendance/Absence Data: Overview
esa)=
[ Fumerseiectons | ©  sewonneips | EETT e |
i ! 4 ]
(I Today CJ Cument month CJ Current year
{2 Up fo soday ) From foday
) Omine pariod
Data Suluchon Pened | [ L |
Farson selection period To
[ Payroliperica

| Personnet Humser { (%
Emptaiment status L 1
Fersonnel area =
Porsonnel subanea |

| Amiendance/abasnce tpes for eval.
ABgence pa ") =l

v Evalusle abyences ooly
Evaluats amendancas anly

Fvaluaty aendancesiabEences

Seioct By A/ABSancs Calegany

| & Grouping by org. assagnment |
%1 Hige texts on ceganizatenal assignment

Cidisa

& Data to display |

& Only show EE with relevant st fabs._ types
) Désplay all employees

| Glassfication of daka in initial k2 by
® Oug assignmnl
(3 Cvg. assignmant - Employess
{0 Cug. assignment - At fabsence tpes

Clon Employees tnes
0 g, assignment - ALAbsence troes - Emplovees

Learner Guide Time Reporting
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Complete the following instructions:

Instruction Button/Field Description

Select the relevant Reporting Period radio button.

Use one or more of the following combinations to select
the Employee time data that must be evaluated by the

report:
Selection n Personnel Number
[ ] Personnel Area
[ ] Personnel Subarea

Absence type | Select one or more Absence types if required.

Select one of the following evaluation options:

Attendance/ o Evaluate absences anly

Absence types Evaluate attendances only
for eval Evaluate attendances/absences
Select by att./absence category

Select the relevant Data Format radio button.

¢ wmeanmepes | Select to output additional fields to group the report.

8 P Select to add additional output fields to the report.

Select the relevant radio button for the report grouping
sequence.

® Org. assignmnt

(O Org. assignment - Employees

() Org. assignment - Att./absence types

(2 Org. assignment - Employees - Attendancel/absence types
() Org. assignment - Att./Absence types - Employees

Time Reporting Learner Guide

Chapter 4 Page 8



Time Management

ﬁﬁ%

® £ Prasa

The Attendance/Absence Data: Overview screen is displayed.

Attendance/

Attendance/Absence Data: Overview

Absence Data:
Overview

[ Furherselections [ = Searchhelps | [=  oro stucture
Period
O Today @ Current month O Current year
O Up to today (O From today
O Other period

Diata Selection Period Ta
Person selection period To

| Payrall period

Selection
Personnel Mumber —|
Employtment status EE
Persannel area 0ae1 [=)
Fersonnel subarea

Attendancefabsence types far eval.

Absence type to

W Evaluate absences only

Evaluate attendances only

Evaluate attendancesiabsences

Select by attyabsence categony

Data farmat

|E> Grouping by org. assignrment

® Hide texts on organizational assignment

O Only show texts on organizational assignment
O Also show texts on organizational assignment

|_'-"> Diata to display I

@ Only show EEs with relevant attfahs. types
QO Display all employees

Classification of data in initial list by

® Org. assignmnt
O Org. assignment - Employees
O Org. assignment - Att/fabsence types

() Mk accinnmant . Emnlovooc - &ttandancafahconeo henaoc

Learner Guide
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Complete the following instructions:

P

Instruction Button/Field Description

Click on the Execute button to start the report.

The Attendance/Absence Data: Overview screen is displayed.

Attendance/ ' ; -
Absence Data: Attendance/Absence Data: Qverview
Overview & |[EFF @ BRI | E=]E] | [som < coms =@ o
Attendance/Absence Data: Overview
Period: 2009.01.01 - 2009.12.31
PA |Subarea| Hrs|PInI:I hrs|HrstInd| Days|F‘Ian.days Daysipind|Mo.records
E EE 153.00(2116.00| 7.23% |18.00 249.00 7T.23% 12
1000 E 153.00|2116.00 7.23% |18.00 249.00 7.23% 12
1000 0001 153.00(2116.00| 7.23% |18.00 249.00 7T.23% 12
—— Using the Change Layout button, change the layout to suit the reporting
-l requirement.
Take Note

You are now able to:

. [ Execute the Attendance Data Overview report
Consolidation

Time Reporting Learner Guide
Chapter 4 Page 10
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ABSENCE/ATTENDANCE DATA — CALENDAR VIEW
The Time Administrator uses this report to obtain an overview on Employee

Attendances and Absences for a specific period in a Calendar format.

Overview
. Ensure that the SAP Easy Access screen is displayed.
'/-F'__- . . . .
& Select Human Resources — Time Management — Administration —
Menu Path Information System — Report Selection — Attendance — PT90 —
Attendance Data: Calendar View
OR

Enter transaction code PT90 in the Command field and click on the
Enter button.

The Attendance/Absence Data: Calendar View screen is displayed.

=g
Attendance/ Frogram Edit Goto  Systern  Help

Ablsence Data:  |g TH eCe DHE Bhos IR @F
Calendar View = fance/Absence Data: Calendar View

Futherselections  |[®  Searchhelps |

[ Fumnes setections | & Swarch netgs

| Pesind
O3 Today CJ Cument month ) Currend year
O up 1o taday O From loday
O omar period
Dt Selechon Peried [ & 3
Paracn selection peniod Ta
[ Payonpericd |

[ Seboction
FPersonnel Numbar
Employment status -
Parsonnsl ara
Personngd subared =

| Amendseiceiassnce bpes fof el
AbseNCe iDUS 1 E]

L Evalusie absences oniy
Evalusts atencances |,
Evalusate
Select by sl abisence calegon

| Paiiod displaed
® Catendar iew
B Moty
O Weakdy
1 Alimmativs peciod

[FiDisplay Legend

O List View
[ Only aaye cootaining dats
[ B
= Desplay organiticnal sssigament

[=] Digpiay bats on organizational assignmant

[¥] Gemerate statishcs

Learner Guide Time Reporting
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Complete the following instructions:
Instruction Button/Field Description
Select the relevant Reporting Period radio button.
Use one or more of the following combinations to
select the employee time data that must be
evaluated by the report:
Selection n Personnel Number
[ Personnel Area
[ Personnel Subarea
Absence type Select one or more Absence types if required.
Attendance type | Select one or more Attendance types if required.
Select one of the following evaluation options:
Attendance/ o Evaluate absences only
Absence types for Evaluate attendances only
eval Evaluate attendances and absences
Select by att.!absence category
Select the relevant radio button.
(@ Calendar View
@ Monthly
O Weekly
(O Alternative period
Time Reporting Learner Guide

Chapter 4 Page 12
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Attendance/
Absence Data:
Calendar View

Instruction

The Attendance/Absence Data: Calendar View screen is displayed.

L=
Program Edit Goto Systern  Help

@ =2 ndHCe@e SHE ODLD HE @B

Attendance/Absence Data: Calendar View

Futther selections || & Ssearchhelps |
Period
O Today O Current manth O Current year
@ Up ta today O Fram today
(O aother period
Data Selection Period Iﬁ‘] To
Person selection period [ | To | |
Fayroll period |
Selection
Personnel Mumber 1000518
Employment status ﬁE
Personnel area _| E
Fersonnel subarea _|
Attendancefabsence types for eval.
Ahsence types |_| to
Atendance types |_| to E

Evaluate absences only

Evaluate attendances only

W Evaluate attendances and ahsences

Select by attfabsence category

Period digplayed
@ Calendar View
@ honthly
O wniaekly
O Alternative period I:l

[v] Dizplay Legend

O List iew
Only days containing data

List farmat
|_'-’> Display organizational assignment
Display texts on organizational assignment

Complete the following instructions:

Button/Field Description

Click on the Execute button to start the report.

Learner Guide

Time Reporting
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The Attendance/Absence Data: Calendar View screen is displayed.

Attendance/ Attendance/Absence Data: Calendar View

Absence Data: =
. ! ..[51
Calendar View =

Period 2000.01.01 - 2009.10.05
Fersonnel no. 30000014 The Time Manager
Personnel Area PRASA HO
Personnel Subarea Dummy
Month | 1 2 3 4 & 6 7 8 910 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
JAN | Vv .
FEE | .
MAR 1 EERERRRERERRERE RRRRERRIEERI
APR | . B R/ R RERRERRRERRRELRE || BRI
may |
JUN 1 |
JuL SV V VUV VVYVVYYVYVYVY 7?2 1 |
AIG | . 7 v T R R R ERERRRERRERRRERRREREE
SEP CERERREEREERCRRREGERE CRECLDRE
ocT
stats:
Target 2
In hrs [In hrs in % In hrs in %
JAN 178.50| 17.00| 9.52
FEE | 170.00
MAR | 187.00
APR | 161.50
MAY | 170.00
JUN 178.50
JUL | 195.50| &0.50| 30.42| §.00) 3.07
AUG 170.00| 2580 15.00| 2.00) 1.18
SEP | 169.50| 24.00| 20.08| 6.00| 3.54
ocT 17.00
Total [1597.50| 138.00) 2.51| 14.08] ©.28
ey
? Overtime Hours Worked
W Paid Converted Leave, Leave - Occasional, Leave - Long Service, Leave
= The Key field area at the bottom of the screen contains a legend that
- describes the Keys used for each absence type.
=y |
Take Note Days highlighted in red are public holidays.

Complete the following instructions:

|
x|

Instruction Button/Field

Description

Absence
Indicator

Click on the Absence Indicator below a specific date.

Time Reporting
Chapter 4 Page 14
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Click on the Details button to display the Time Record.

The Display Attendances screen is displayed.

Display Display Attendances
Attendances
| [T7][E Personal work schedute || [ Activity allocation |[ Cost assignment ][ Exte
Z \Personnel Noi |30000914 Name [The Time Manager |

EE agroup : Fermanent FPers. area 10008 PRASA HO

|] EE subgroup mSnrManagement
—— | Start 2009.07.21| To  [2009.67.21| Chg. [2009.08.93|CO000000AE16

Attendance

Attendance type 201 Cwvertime Hours Worked
Time [67:30] -[09:30| [Previous day
Aftendance hours 2.80 [ ] Full-day
Aftendance days 0.24

Calendar days g.ae

Payroll
F'El}'rﬂll haurs 2.0
Payrall days 0.24
Overtime comp. type | Depends on wage type ]
Eval type atts/ahs | E||
You are now able to:
[ Complete and Execute the Attendance Data Overview:

Consolidation Calendar View report

Learner Guide Time Reporting
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ABSENCE/ATTENDANCE DATA — MULTIPLE EMPLOYEE VIEW

& A The Time Administrator uses this report to display the attendances and
ﬂ absences for each Employee in a monthly view for multiple Employees.
Overview For example, the user can display the Employees who have leave in a

particular month.

Ensure that the SAP Easy Access screen is displayed.

Pl

'\\_){,'./ Select Human Resources — Time Management — Administration —

Menu Path Information Systems — Report Selection —» Absences —» PT91 — Absence
Data: Multiple Employee View
OR

Enter transaction code PT91 in the Command field and click on the | &
Enter button.

Time Reporting Learner Guide
Chapter 4 Page 16
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The Attendances/Absences: Multiple Employee View screen is

displayed.
Attendances/ =
Absences Frogram Edit Goto System Help
AEA;g.l?;ee 2 100 Cee DHE fhas DE @®
View Attendances/Absences: Multiple Employee View
| Furherselections | %  Searchhelps | | Org. structure
Key date
@ Today
(O other keydate
Key Date | Iﬁ’]
Selection
Personnel Number
Employment status . E
Personnel area E
Personnel subarea
Aftendancefabsence types for eval.
Ahsence types to
o Evaluate absences only
Evaluate attendances anly
Evaluate attendances and absences
Select by att./fabsence category
Complete the following instructions:
b Button/Field Description
|nStI’UCtIOﬂ
Select the relevant Key Date radio button.
Use one or a combination of the following selection
options to select the relevant Employees:
n Personnel Number
Selection [ Personnel Area
m Personnel Subarea
Learner Guide Time Reporting
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Attendances/
Absences
Multiple
Employee
View

Button/Field

Description

Absence types

Select one or more Absence Types for reporting or
leave the fields blank to report on all the relevant
absence types.

Evaluation
options

Select one of the following evaluation options:

w Evaluate absences only

Evaluate attendances only

Evaluate attendances and absences

Select by att./fabsence category

The Attendances/Absences: Multiple Employee View screen is

displayed.

Attendances/Absences: Multiple Employee View

| Further selections

|| o Search helps I | = Org. structure

Key date
@ Today
(O Other keydate
Key Date

Selection
Fersonnel Mumber

Employment status

B

Personnel area

Personnel subarea

Aftendance/aksence types for eval.

Ahsence types

| ]]'J ]

E o] ol ol sl

° =]

o Evaluate absences only

Evaluate attendances only

Evaluate attendances and absences

Select by att.fabsence category

Time Reporting
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Instruction

Attendances/
Absences:
Multiple
Employee

iy, <]
Instruction

Complete the following instructions:

Button/Field

Description

Click on the Execute button to start the report.

The Attendances/Absences: Multiple Employee view screen is

displayed.

Attendances/Absences: Multiple Employee View

Mo. of Employees: 4

Period: 2009.12.01 - 2009.12.31

Pers.No. Mame

[ 1] 2] 2[ 4] 5] 6] 7] 8] o[1o[11]12[13[14]15]16]17] 18] 19] 20] 21] 22] 23] 24] 25] 26] 27] 28] 29] 30[ 31]

30000022 | George Shaik

30000013 |Middle Management
20000014 |The Time Manager

20000023 | Test Mdk Test Mdk

Complete the following instructions:

Button/Field

Description

Time Indicator

Double click on a relevant Time Indicator to display the
details of the record.

Learner Guide

Time Reporting
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The Select a day for detailed information dialog box is displayed.
Select a day Attendances/Absences: Multiple Employee View
for detailed
information
Period: 2000.12.01 - 2009.12.31
No. of Employees: 4
Pers.Mo. [Name [ 1] 2] 2] 4 5[ o 7] 8] efto[11]12[13[14]15]16]17[ 18] 19]20] 21] 22] 23] 24] 25] 26] 27[ 28] 29] 30] 31]
30000013  |Middle Management
30000014 The Time Manager v v
30000022 |George Shaik
30000023 | TestMdk Test Mdk
[= Select a day for detailed information
Date Day Week|A/A cat.|Att./abs. type text |Prev. day|Publ.hol.|Inact
2000.12.00| Wednesday| 50|V Family Responsibili O O (|
ey R
]Sl ][v][x]
The Select a day for detailed information dialog box displays the
;;L : Attendance or Absence type name.
ﬂ_—~ |
Take Note

Consolidation

You are now able to:

[ Complete and Execute the Attendances/Absences: Multiple

Employee View report

Time Reporting
Chapter 4 Page 20
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ABSENCE/ATTENDANCE OVERVIEW — GRAPHIC

The Time Administrator uses this report to create a planning board that
displays Employees' recorded attendances and absences in graphical
Overview format. The graphic interface supports the User in planning leave or in
checking personnel capacities for a group of Employees. The evaluation is
run for each individual Employee. The report also runs an evaluation for
locked records.

Ensure that the SAP Easy Access screen is displayed.

& Select Human Resources — Time Management — Administration —
Menu Path Information Systems — Report Selections — Attendance — PT65 —
Attendance Overview Graphic
OR

Enter transaction code PT65 in the Command field and click on the | &
Enter button.

Learner Guide Time Reporting
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Overview
Graphic of The Overview Graphic of Attendances/Absences screen is
Attendances/ désplayed.
Absences Program Edit Goto System Help
& 1B ICEe DHE DDOD BE @
Overview Graphic of Attendances/Absences
| Furtherselections | %  Searchhelps | = Sort order |
Period
O Today 2 Current month (O Current year
O Up to today ) From today
@ Other period
Data Selection Period IEJ Tn_|:|
Person selection period Tn_|:|
Selection
Personnel Mumber E
Tirne recording administrator |_|
Additional data
Absence types to E
Altendance types to E
Tirne unit ID_|
[]Display locked records
Time Reporting Learner Guide
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Complete the following instructions:

Y
Instruction Button/Field Description
Select the relevant Reporting Period radio button.
Selection Enter the relevant Personnel Number.
. Select the relevant Absence or Attendance types or
Additional ; .
leave these fields blank to list all absence and
Data
attendance types.
De-select the Checkbox button if locked records must
be excluded when the report is run.
Overview The Overview Graphic of Attendances/Absences screen is displayed.
Graphic of - -
Attendances/ Overview Graphic of Attendances/Absences
Absences
| Furherselecions | %  Searchhelps | @ Sort order |
Period
(O Today (2 Current month (O Current year
O Up to today O From today
@ Other period
Data Selection Period 2009.09.01 Iﬁ’] To 2009.09 .30
Person selection period 'm_l:l
Selection
Fersonnel Mumber 30000814
Time recording administrator |_| E

Additional data

Absence types to E
Attendance types to E
Time unit ID_|

[ Display lacked records

Complete the following instructions:

Instruction Button/Field Description

Time Reporting
Chapter 4 « Page 23
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Click on the Execute button to start the report.
Attendance/ The Attendance/absence overview screen is displayed.
Absence
overview

Attendance/absence overview

1 G 03 84 86 B 07 0 00 1 I1 13 I 54 UE U 47 U8 10 30 31 30 38 34 36 36 37 34 20 30 DI 03 6 04 06 B &7 08 09 10 01 33

et = [ HE e

Tu 01.09.09 19:34:22

Complete the following instructions:

Instruction Button/Field Description

Double click on a relevant Time Indicator to display its

Time Indicator details.

Time Reporting Learner Guide
Chapter 4 Page 24
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The Display Absences screen is displayed.

Display

Absences

Display Absences

I | FPersonal work schedule | I | Activity allocation || Cost assignment || Exten

; Mame [The Time Manager |
EE group : Permanent FPers.area 1008 | PRASA HO
|i= EE subgroup Im anr Management
——| Start 2089.09.08| To 2009.09.08| Chg. |2EIEIE|.99.22||I3E|EIEIEIEIEIEIEIEIE?
Absence
Absence type IW' Absent wio Motice
Time | | -] | [Prev.day
Absence hours IW [v] Full-day
Absence days 1.00
Calendar days 1.008
Fayraoll
Payraoll hours 8.560
Fayroll days 1.00

Complete the following instructions:

Instrction Button/Field

Description

Click on the Display Note button to display the reason
for the relevant absence, if applicable.

Consolidation u

You are now able to:

Complete and Execute the Attendance/Absence Overview

Graphic report

Learner Guide

Time Reporting
Chapter 4 « Page 25



)
=
=

W

S
I
\

f

|

p rQsQ Time Management

S

DispPLAY ABSENCE QUOTA INFORMATION

& A The Time Administrator uses this report to create overviews of Employees'
—- absence quotas according to various aspects. For example, you can
Overview display Employee’s remaining quota entitlement within a specific interval.

Ensure that the SAP Easy Access screen is displayed.

T

L}{f‘; Select Human Resources — Time Management — Administration —

Menu Path Information System — Report Selection — Time Accounts —» PT_QTA10 —
Display Absence Quota Information
OR

Enter transaction code PT_QTA10 in the Command field and click on the
& Enter button.

Time Reporting Learner Guide
Chapter 4 Page 26
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Display
Absence
Quota
Information

The Display Absence Quota Information screen is displayed.

Display Absence Quota Information

Furher selections || &  Searchhelps | & Sort order

Period

(O Today O Current manth (O Current year

@ Up to today (O From today

(O Other period

| Payroll period
Selection

FPersonnel Mumber lﬁ’:l (=]

Employment status |_| E

Personnel area |—| E

Personnel subarea |—| E

Employee group |_| E

Employee subgroaup |_| E

Payrall area |_| E
CQuota selection

Quota type |_| to
Tirne unit |—|

Deduction period 1800.81.41 To 98999 .12.31

Key date for deduction 2009 1005

Key date for entitiernent 200810085 []Projecting quota status
Display

[ Only EEs with selected guatas I All selected EEs

| Only EEs with entitlement

Learner Guide

Time Reporting
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Complete the following instructions:

Instruction Button/Field Description
Select the relevant Reporting Period radio button.
, | Enter a Personnel Number in the
Selection

Personnel Number selection field

Select a relevant Quota type or leave the field blank to
display all the Employee’s quotas. Enter the relevant
key dates for the:

[ Deduction Period — determines what period
Quota the employee can make deductions from
Selection their quota
[ Key Date for Deduction — deductions taken
up to this date will display on the report
[ ] Entitlement Key Dates — entitlements up to
this date will display on the report
The user can select one of the following two display
options:
Display | Display only Employees with selected
quotas
[ Display all selected Employees

Time Reporting Learner Guide
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The Display Absence Quota Information screen is displayed.

Display Quota Display Absence Quota Information
Information
| Furtherselsctions | &  Searchhelps | = Sort order

Pericd
(O Today O Current manth O Current year
@ Up to teday O From today
(O Other period

| Payroll period |

Selection
Fersonnel Mumber 3E|DE|E|B14[§J B
Employment status |_| ?
Personnel area |_| B
Personnel subarea |—| E
Emplayee group [ ] =
Employee subgroup |_| E
Fayroll area |_| E

Cuota selection
Quota type |_| to
Time unit |—|
Deduction period 1800.01 .61 To 8088 12 31
Key date for deduction 2009.10.95
Key date for entittement Im []Projecting quota status

Display
| Only EEs with selected quotas | All selected EEs
| Only EEs with entitiemant

Learner Guide Time Reporting
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Complete the following instructions:

-

Instruction Button/Field Description

Click on the Execute button to start the report.

Displ . . .
'SP ay The Display Absence Quota Information screen is displayed.

Absence
Quota Display Absence Quota Information
Information [~ ][ 2l ] [ el ] ][ croose |[S save |
Absence quotas
Validity period 1800.01.01-2009.10.05
Pers.No.[Name Quota uUnitfs Entitiement|s Used|= Compensated to key date[s Total remain.
30000014 The Time Manager Compulsory Leave Days 1.25000 0.00000 0.00000 1.25000
30000014 The Time Manager Qccasional Leave Days 0.16667 0.00000 1.00000 0.83333-
30000014 The Time Manager Sick Leave Days 45.00000 0.00000 0.00000 44.00000
30000014 The Time Manager Family Responsibility Days 5.00000 0.00000 0.00000 4.00000
Days = 51.41667 « 0.00000 = 1.00000 = 48.41667
Time Reporting Learner Guide
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Complete the following instructions:

|_,4-»

Instruction Button/Field Description
Click on the Back button to return to the Report
Selection Screen.

The Display Absence Quota Information screen is displayed.

zibSplay Display Absence Quota Information
sence
Quota
Information
| Furtherselections || =  Searchhelps | & Sort order
Feriod
O Today (O Current month O Current year
@ Up to today O From today
O Other period
Pericd ’—@ To |—|
| Payroll period |
Selecticn
Fersonnel Mumber 300006014 [ =]
Employment status |_| E
Personnel area ’_‘ o
Personnel subarea ’—‘ E
Employee group |_| ?
Employee subgroup ’_| E
Fayroll area ’_| E
CQuota selection
Cuota type ’_| to El
Time unit ’—‘
Deduction period 180081 .01 To o891z 31
Key date for deduction 2009.10.05
Key date for entitternent 2008 .18 .05| []Projecting quota status
Display
v Only EEs with selected quotas [ All selected EES
| Only EEs with entitement |
Learner Guide Time Reporting
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Instruction

Display
Absence
Quota
Information

Complete the following instructions:

Button/Field Description
Pﬁ[ﬁgggfl Remove the entered Personnel Number.
P | Enter the Relevant Personnel Area Number or click
ersonne ) .
Area on the Possible Entries button to search for and

select the relevant Personnel Area.

Click on the Execute button to run the report with new
selection criteria.

The Display Absence Quota Information screen is displayed.

Display Absence Quota Information

[]=IL]

(EE ]|

Absence quotas

Validity period 1800.01.01-2009.10.05

Pers No IName Quota Unitfz Entitlement | Used|z Compensated 10 key date |z Total remain
30000013 Middle Management Cempulsaory Leave Days 0.00000 0.00000 0.00000 0.00000
30000013 Middle Management Occasional Leave Days 0.00000 0.00000 0.00000 0.00000
30000013 Middle Management Accumulative Leave Days 0.00000 0.00000 0.00000 0.00000
30000013 Middle Management Sick Leave Days 0.00000 0.00000 0.00000 0.00000
30000013 Middle Management Family Responsibility Days 0.00000 0.00000 0.00000 0.00000
30000014 The Time Manager Compulsory Leave Days 1.25000 0.00000 0.00000 1.25000
30000014 The Time Manager Occasional Leave Days 0.16667 0.00000 1.00000 0.83333-
30000014 The Time Manager Bick Leave Days 45.00000 0.00000 0.00000 44.00000
30000014 The Time Manager Family Responsibility Days 5.00000 0.00000 0.00000 4.00000
30000022 George Shaik Compulsaory Leave Days 1.00000 0.00000 0.00000 1.00000
30000022 George Shaik Occasional Leave Days 0.00000 0.00000 0.00000 0.00000
30000022 George Shaik Accumulative Leave Days 0.25000 0.00000 0.00000 0.25000
30000022 George Shaik Sick Leave Days 32.00000 0.00000 0.00000 32.00000
30000022 George Shaik Family Responsibility Days 4.00000 0.00000 0.00000 4.00000
30000023 TestMdk Test Mdk Compulsory Leave Days 3.00000 0.00000 1.00000 2.00000
30000023 TestMdk Test Mdk Occasional Leave Days 3.00000 0.00000 2.00000 1.00000
30000023 TestMdk Test Mdk Accumulative Leave Days 0.75000 0.00000 0.50000 0.25000
30000023 TestMdk Test Mdk Sick Leave Days 45.00000 0.00000 0.00000 45.00000
30000023 TestMdk Test Mdk Family Responsibility Days 5.00000 0.00000 0.00000 5.00000

Days = 14541667 = 0.00000 = 4.50000 = 138.91667

Time Reporting
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Complete the following instructions:

Button/Field Description

Instruction Quota Header | Click on the Quota Header to select the Quota column.

Click on the Sort Ascending Order button to group the
relevant Quotas.

Displ The Display Absence Quota Information screen is displayed.
isplay
Absence Display Absence Quota Information
Quota [ ][] P ] [ choose ][ save | )] [ v |70l
Information
Absence quotas
Valiciity period 1800.01.01 - 2009.10.05
Pers.No.|Name Quota 1 Unit[= Entitlement|s Used|= Compensated to key date|= Total remain.
30000013 Middle Management Accumulative Leave Days 0.00000 0.00000 0.00000 0.00000
30000022 George Shaik Days 0.25000 0.00000 0.00000 0.25000
30000023 TestMdk Testdic Days 0.75000 0.00000 0.50000 0.25000
30000013 Middle Management Compulsaory Leave Days 0.00000 0.00000 0.00000 0.00000
30000014 The Time Manager Days 125000 0.00000 0.00000 1.25000
30000022 George Shaik Days 1.00000 0.00000 0.00000 1.00000
30000023 TestMdk Testldk Days 3.00000 0.00000 1.00000 2.00000
30000013 Middle Management Family Responsihility Days 0.00000 0.00000 0.00000 0.00000
30000014 The Time Manager Days 5.00000 0.00000 0.00000 4.00000
30000022 George Shaik Days 400000 0.00000 0.00000 4.00000
30000023 TestMdk Testdic Days £.00000 0.00000 0.00000 £.00000
30000013 Middle Management Occasional Leave Days 0.00000 0.00000 0.00000 0.00000
30000014 The Time Manager Days 016667 0.00000 1.00000 0.33333-
30000022 George Shaik Days 0.00000 0.00000 0.00000 0.00000
30000023 TestMdk Testldk Days 3.00000 0.00000 2.00000 1.00000
30000013 Widdle Management Sick Leave Days 0.00000 0.00000 0.00000 0.00000
30000014 The Time Manager Days 45.00000 0.00000 0.00000 44.00000
30000022 George Shaik Days 32.00000 0.00000 0.00000 32.00000
30000023 TestMdk Testhdic Days 45.00000 0.00000 0.00000 45.00000
Days = 14541667 = 0.00000 = 450000 = 138.91667
50
. The Absence Quotas are grouped together.
L,

System Result

You are now able to:

sl [ Complete and Execute the Display Absence Quota Information
Consolidation report

Learner Guide Time Reporting
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CUMULATED TIME EVALUATION RESULTS — TIME BALANCES/WAGE TYPES

Overview

Menu Path

The Time Administrator uses this report to create a list of the day balances,
cumulated balances (period balances), or time wage types that were
determined by time evaluation.

The user can check what balances have been formed for each

organisational unit. The report only reads the results that were created on
the basis of time evaluation without errors. It does not take account of the
preliminary balances generated by time evaluation when there is an error.

The leave entitlements/accounts can be displayed by using this report.

Ensure that the SAP Easy Access screen is displayed.

Select Human Resources — Time Management — Administration —
Information System — Report Selection — Time Accounts — PT_BALOO —
Cumulated Time Evaluation Results: Time Balances/Wage Types

OR

Enter transaction code PT_BALOO in the Command field and click on the

ﬁ Enter button.

Time Reporting
Chapter 4 Page 34

Learner Guide



Time Management

The Cumulated Time Evaluation Results: Time Balances/Wage Types
screen is displayed.

=g
FProgram Edit Goto  Systern  Help

Cumulated
Time

Evaluation @ =202 208 Cee LR anon BE B
Results

Cumulated Time Evaluation Results: Time BalancesMWage Types

Further selections || o Search helps || = Sort order || =
Period
O Today O current month QO Current year
O Up to today O From taday
@ Other period

Feriod =3 To
Payroll period |

Selection

Personnel Mumber
[ ]

Time recording administrator

Org. structure I

(o] ]

Selection Conditions
@ Day halancas to
O cumulated balances

o] o]l

O Time wage types to

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

Data format

Layaut

Complete the following instructions:

ol

Instruction Button/Field Description
Select the relevant Reporting Period radio
button.

Use one or more of the following combinations to
select the Employee time data that must be

Selection evaluated by the report:
u Personnel Number
L Time Recording Administrator

Further selactions | Click on the Further Selections button to display
a list of additional selections.

Learner Guide Time Reporting
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Choose . . . .
Selection The Choose Selection Fields dialog box is displayed.
Fields [ Choose Selection Fields

Vi
|Se|ectinn aptions Selection fields

R
Employment status Fersonnel number @

Company code Time recording administrator

Employee group
Employee subgroup
Qrganization key

Business area
Legal person
Fayroll area
Controlling area
Cost center

| [ TP PP T[T
MO/ [[«]D]

Qrganizational unit

Selection: 2

Complete the following instructions:

Instruction Button/Field Description
D Click on the Selection box button next to Personnel
Area.
I:I Click on the Selection box button next to Personnel
Subarea.

Click on the Select button to copy the two additional
selection options.

Time Reporting Learner Guide
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Choose
Selection
Fields

_—
Instruction

The Choose Selection Fields dialog box is displayed.

[Er Choose Selection Fields

Selection options

Company code
Emplovee group
Employee subgroup
Qrganization key
Business area
Legal persaon
Fayroll area
Cantrolling area
Cost center
Qrganizaticnal unit
Fosition

Job

[0 ] ] ][«][]

=]~

Selection fields

[=]4]

Fersonnel number
Fersonnel area

Fersonnel subarea
Time recarding administrator

[0 T [«][]

Selection: 4

Complete the following instructions:

Button/Field Description

Click on the Continue (Enter) button to proceed.

Learner Guide

Time Reporting
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The Cumulated Time Evaluation Results: Time Balances/Wage Types
screen is displayed.
Cumulated |Ej

Time Prograrm  Edit Goto  Systern Help

Evaluation |Q| 1 AE I CEQ DHE ODL0 BE @M

Results

Cumulated Time Evaluation Results: Time Balances/Wage Types

| Furherselecons || % Searchhelps | & Sart order [=  org structure |
Feriod
O Today O Current month O Current year
O Up to today ) From today
@ Cther period
Period
| Payroll period |

L —

Selection
Fersonnel Mumber

Fersonnel area

Fersonnel subarea

Time recarding administratar

Selection Canditions

| 3]]] j

@) Day balances

O Cumulated halances to

BB

O Time wage types ta

Yalue limits thours) for timebwage types

[]Take account of value limits thours)

Crata format

]

Layout

Complete the following instructions:

Instruction Button/Field Description

Personnel | o ve this field blank.
Number

Personnel Click on the Possible Entries button to display a list
area of possible entries.

Time Reporting Learner Guide
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Personnel
Area

The Personnel Area dialog box is displayed.

III:'F'ersnnneI Area (2) 44 Entries found

=
v[a[D[E[@lE] o] &]

PA 1Perﬁonnel Area Text I{:crtdl{:ﬁrpgl
1000 PRASAHO 1000 16
1200 Group Corporate Affairs 1000 16
1300 Group Finance 1000 16
1400 Group Human Capital Management 1000 16
1500 Group Information Management 1000 16
1600 Group Legal & Risk Management 1000 16
1700 Group Supply Chain Management 1000 16
1800 Strategic Asset Management 1000 16
2000 Metrorail HO 2000 16
2110 Metrorail ECEL 2000 16
2120 Metrorail ECPE 2000 16
2310 Metrorail GPM 2000 16
2320 Metrorail GP3 2000 16
2410 Metrorail KZM 2000 16
2910 Metrorail WCP 2000 16
3000 Intersite HO 3000 16
3110 Intersite ECEL 3000 16
2120 Intersite ECPE 2000 16
3310 Intersite GPM 3000 16
3320 Intersite GPS 3000 16
3410 Intersite KZM 3000 16
3610 Intersite MP 3000 16
3810 Intersite WC 3000 16
4000 Autopax HO 4000 16
4110 Autopax ECEL 4000 16
4120 Autopax ECPE 4000 16

Learner Guide
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Complete the following instructions:

Instruction Button/Field Description
Personnel Select the relevant Personnel Area.
Area Text
Click on the Copy button.

The Cumulated Time Evaluation Results: Time Balances/Wage Types
Cumulated screen is displayed.
Time
Evaluation Cumulated Time Evaluation Results: Time Balances/Wage Type:

Results

| Furherselections | %  Searchhelps | 5 Sort order [ = org stucture |
Feriod
O Today O Current month (O Current year
) Up to today () From today
@ Other period
Period

| Fayroll period |

o [ ]

Selection
Fersonnel Mumber

FPersonnel area

Fersonnel subarea

Time recording administrator

Selection Conditions

@ Day balances

O Cumulated balances
O Time wage types

il 3]%] ]

o] el

Yalue limits (hours) for timefwage types
[1Take account of value limits (hours)

Data format

Layout

Time Reporting Learner Guide
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Complete the following instructions:

Instruction Button/Field Description

Personnel Click on the Possible Entries button to display a list
subarea of possible entries.

The Personnel Subarea dialog box is displayed.

Personnel
Subarea

III:'F'ersnnnel Subarea (2} 10

fEEm |

FPersonnel area: 1000
Fersonnel Area Text: PRASA HI

PSubarea 1 P.subarea text |

0oo
1100
1210
1220
1230
1240
1250
1260
1280
1280

Dummy
GCEO-Office
EC-Board
EO-CEO's Office
ECQ-Comp3ecret.
EC-Internal Aud
EC-Mrk&Comms
EC-ParimentLias
EC-Stakeh.Mng.
EC-2BP

Complete the following instructions:

Instruction Button/Field Description

P.subarea

text

Select the relevant Personnel Subarea.

v

Click on the Copy button.

Learner Guide
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The Cumulated Time Evaluation Results: Time Balances/Wage Types
screen is displayed.

Cumulated
Time ' - - -
Evaluation Cumulated Time Evaluation Results: Time Balances/Wage Types
Results
| Furtherselections | ®  Searchhelps | & Sort order [ =  org structure |
Period
O Today O Current month (O Current year
@ Up to today ) From teday
(O Other period
| Payroll period |
Selection
Personnel Mumber
Personnel area 1I3I3I3| E
Personnel subarea 0001 E
Tirne recording administrator |_| E
Selection Conditions
@ Day balances to E
O Cumulated balances to =
O Time wage types to =
Walue limits (hours) for imefwage types
[] Take account of value limits (hours)
Data format
Layout
Complete the following instructions:
. : . . .
Instruction Button/Field Description
Select the relevant Selection Condition radio button.
-~ .
s The User can create a Variant for frequently used reports. The report
K *‘N‘t selection area is completed and then saved so that it can be
ake Note accessed again.
Time Reporting Learner Guide
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Complete the following instructions:
-
Instruction Button/Field Description
O Click on the Save button to save the entered Report
= Selection Criteria.
Variant The Variant Attributes screen is displayed.
Attributes

Instruction

Variant Attributes
|f‘ Copy Screen Assignment |

Variant Mame default
Meaning default Semn Assignm.

Created |Selection Scms
[ 1000

1 only for Background Processing

[ Protect Variant

[ only Display in Catalog

[C] system Variant {Automatic Transport)

EY =

(Objects for selection screen

Selection Scrns|Field name [Type|Protect field| Hide field[Hide field ‘BIS|Save field without values| Switch GPA oft
1,000 start P [ [ W [ W
B 1,000 |end P [ [ n [ n
] 1,000 End ofin-period P O O W O W
B 1,000 End offor-period F O O C O C
N 1,000 Payday P O O O O O
B 1,000 |Payroll Area P [ [ W [ W
B 1,000 |10 P [ [ W [ W
N 1,000 |1 P [ [ O [ O
B 1,000 |PYABRPO P [ [ W [ W
B 1,000 |PYABRJO P [ [ n [ n
m 1,000 pi P [ [ O [ O
B 1,000 |PYABRJ1 P [ [ W [ W
4000 ln-nerind view P M M i M i

Complete the following instructions:

Button/Field

Description

Variant Name

Enter the relevant Variant Name. Free text.

Meaning

Enter a Short Description for the Variant. Free text.

I,E,[

Click on the Save button to save the Variant.

Learner Guide
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Cumulated
Time
Evaluation
Results

e\

Systé'm Result

The Cumulated Time Evaluation Results: Time Balances/ Wage Types

screen is displayed.

Cumulated Time Evaluation Results: Time Balances/Wage Ty

| Further selections

Search helps || =3

Sort arder ||

o Org. structure

Feriod
O Today
@ Up to today
(O Other period
Feriod

(O Current month
) From today

O Current year

| FPayraoll period

Selection
FPersonnel Mumber

Persocnnel area

Perscnnel subarea

Time recording administratar

Selection Conditions

@ Day balances

() Cumulated balances

(O Time wage types

il 3]] ]

7 =r

to
0
0

Yalue limits (hours) for timefwage types

[ Take account of value limits (hours)

Data format
Layout

[ |

| Variant DEFAULT saved

A message is displayed on the Status Bar that indicates that the relevant
variant was saved. The next time the User accesses this report screen

he/she clicks on the Get Variant button to display and select the

created variant.

Time Reporting
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Complete the following instructions:
Instruction Button/Field Description
Click on the Execute button to run the report.

Cumulated The Cumulated Time Evaluation Results: Time Balances/Wage Types

Time screen is displayed.

Evaluation X - -

Results Cumulated Time Evaluation Results: Time Balances/Wage T

(0[] | &[] | el cnoose || save | | [25](5] | [T [2a12] | ][ 2ec | [@

Day balances

Data select. period 1800.01.01-2009.10.05

F'ers.Ncu.lEmpl.s’Appl.Name | PerindlCurrentDate ITmTypeITime type descript. e Mumber
30000014 The Time Manager 200801 |2009.01.01 0600 |Absence on public holiday 8.50
30000014 The Time Manager 200801 |2009.01.12 |TF01  Absence flag 1.00
20000014 The Time Manager 200901 |2009.01.13  |TFO1  |Absence flag 1.00
30000014 The Time Manager 200901 |2009.01.31 |Z111 | Discr. Ent. <6 Yrs 2.00
30000014 The Time Manager 200901 |2009.01.31 (2112 | Discr. Ent 6-16 Yrs 5.00
30000014 The Time Manager 200901 | 2009.01.31 2113 Discr. Ent 16+ Yrs 11.00
20000014 The Time Manager 200901 |2009.01.31  |ZP10  |Prov. Accrual Comp Lve 1.25
20000014 The Time Manager 200901 2009.01.31  ZP11  Prov. Accrual Occ Lve 0.17
30000014 The Time Manager 200801 |2009.01.31 (2210 | Compulsary Entitlement 15.00
30000014 The Time Manager 200801 |2009.01.31  |ZQ11 | Cccasional Entitlement 2.00
30000014 The Time Manager 200801 |2009.01.31 |ZQ20 |Sick Leave Entitlement 45.00
20000014 The Time Manager 200901 |2009.01.31  |£Z2530 Family Resp Entitlement 5.00
30000014 The Time Manager 200902 |2009.02.28 |Z111 |Discr. Ent. =6 Yrs 2.00
30000014 The Time Manager 200902 2009.02.28 (2112 Discr. Ent 6-16Yrs 5.00
30000014 The Time Manager 200902 |2009.02.28 |Z113 | Discr. Ent 16+ Yrs 11.00
20000014 The Time Manager 200902 2009.02.28 |ZP10 | Prov. Accrual Comp Lve 1.25
20000014 The Time Manager 200902 20090228 |ZP11  |Prov. Accrual Occ Lve 0.17
30000014 The Time Manager 200802 |2009.02.28 (2010 | Compulsary Entitlement 15.00

== The User can print the report or export the data to Microsoft Excel, if
& required.
Take Note
Learner Guide Time Reporting
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%‘#n”é“'ated The Cumulated Time Evaluation Results: Time Balance/ Wage
. Types screen is displ .
Evaluation yp screen is displayed
Results e : i
List Edit Goto Settings System  Help
Print snit-F1 B A SO IDHEE S008I RE
Export 3 Word processing... Shift+F5
= = Salances/Wage T
Send... Shift+F& Spreadsheet.. Shift+F4 g 3
= Exit Shift+F 3 Localfile... Fa I [ #BC I a1
Office folders
Report tree
Day balances
Data select. period 1800.01.01 - 2008.10.05
F'ers.NU.|Emp|.s’AppI.Name | PerindlCurremDate |TmType|Time type descript. e Mumher
30000014 The Time Manager 200201 2009.01.01  |0600  |Aksence on puklic holiday 8.50
30000014 The Time Manager 200901 2009.0112 TFO1  Absence flag 1.00
30000014 The Time Manager 200901 2009.01.12 | TFO1  |Absence flag 1.00
30000014 The Time Manager 200901 2009.01.31 2111 |Discr. Ent. = 6 Yrs 2.00
30000014 The Time Manager 200901 2009.01.31 2112  Discr. Ent 6-16 Y5 5.00
30000014 The Time Manager 200901 2009.01.31 (2113 Discr. Ent. 16+ Yrs 11.00
30000014 The Time Manager 200901 1 2009.01.31  |ZP10  |Prov. Accrual Comp Lve 1.25
30000014 The Time Manager 200901 2009.01.21  ZP11  Prov. Accrual Occ Lve 0.17
30000014 The Time Manager 200801 2009.01.31  |Z210 | Compulsory Entitlement 15.00
30000014 The Time Manager 200901 2009.01.31 2211  Occasional Entitlement 200
30000014 The Time Manager 200201 | 2009.01.31 |ZQ20 | Sick Leave Entitlerment 45.00
30000014 The Time Manager 200901 2009.01.31 ZQ50 Family Resp Entitlement 5.00
30000014 The Time Manager 200902 2009.02.28 |Z111 |Discr. Ent. =6 Yrs 2.00
30000014 The Time Manager 200902 2009.02.28 Z112  Discr. Ent. 8-16 Yrs 5.00
30000014 The Time Manager | 200902 20090228 |Z113  Discr. Ent 16+ Yrs 11.00
30000014 The Time Manager 200202 2009.02.28 |ZP10  Prov. Accrual Comp Lve 1.25
30000014 The Time Manager 200902 2009.02.28 |ZP11  |Prov. Accrual Gcc Lve 017
30000014 The Time Manager 200902 2009.02.28 (2410 Compulsory Entittement 15.00
30000014 The Time Manager 200902 2009.02.28 |ZQ11 | Occasional Entitlement 2.00
30000014 The Time Manager 200902 20090228 |ZQ20  Sick Leave Entitlement 4500
- Click on the Local File [8 button to export the report data
— =
&S
Menu Path
Time Reporting Learner Guide

Chapter 4 Page 46



Time Management

Select File
Format

Instruction

SAP Custom —
Save File As

A
Instruction

The Select File Format dialog box displayed.
I= 5ave listinfile...

Inwehich farmat should the list
he saved 7

Cyuncorwerted

) Rich text format
(O HTML Farmat
(O In the cliphoard

Complete the following instructions:

Button/Field Description

Click on the Spreadsheet format

Click on the Continue button to proceed with the
download.

The SAP Custom — Save File As dialog box is displayed.

[ Cumulated Time Evaluation Results: Time Balancesiage Types
Fllg Mame [-ALS = E‘
Encoding |E|

| Generate || Replace || Extend |

Complete the following instructions:

Button/Field Description

Learner Guide
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R -
@ Click on the Selection button to indicate the area where
the data must be saved.
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The following screen is displayed:

ISaveAs
Savejn: | () 2-ETM =] ¥|ie

A, Strategy:
EB. Elueprints
. Funtional Specifications

Recent 0. Interfaces

?“I__'-' E. Data Migrakion
G, Meetings - Woarkshops
H. ESS M55

Deskiop 1. Communication

i 1. Global Change Contral
K. General Issues

Build Effart 03062008

IM Requirements ¥1

£

iy Documents

=

Wty Carmputer
File name; |test report e} | | Save |
y Metwork P
Saveastype:  EXCEL Files ["XLS) =] Cancel |
Parameter | T |

Complete the following instructions:

F- .

Instruction Button/Field Description

File Name Enter a relevant File Name for the downloaded data.

Save Click on the Save button to save the file.
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SAP custom—  The following screen is displayed:
Save File As [= Cumulated Time Evaluation Results: Time Balancesiage Types
File Mame  |testrepart®LS [=) [«]
Frradinn [RIRIRIR! IE‘
| Generate || Replace || Extend |

Complete the following instructions:

Instruction Button/Field Description
:| Click on the Generate button to proceed with the
Generate
download.
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The Cumulated Time Evaluation Results: Time Balances/Wage Types

Cumulated screen is displayed.
Time
E\ézlj?élon Cumulated Time Evaluation Results: Time Balances/Wage T

0[] 2] [ crocse | save || (28] | [ (@)1 ||| E 2ec ||

Day balances

Data select. period 1800.01.01-2009.10.05

Pers.Nu.lEmpl.s’.&ppl.Name | PeriudlCurrentDate ITmTypeITime type descript. e Mumber
30000014 The Time Manager 200801 |2009.01.01 0600 |Absence on public holiday 8.50
30000014 The Time Manager 200901 |2009.01.12 | TF01 | Ahsence flag 1.00
20000014 The Time Manager 200901 |2009.01.13 |TF01  |Absence flag 1.00
30000014 The Time Manager 200901 | 2009.01.31 2111  Discr. Ent <6 Yrs 2.00
30000014 The Time Manager 200901 |2009.01.31 (2112 | Discr. Ent. 6-16Yrs 5.00
30000014 The Time Manager 200901 |2009.01.31 2113 Discr. Ent. 16+ ¥rs 11.00
20000014 The Time Manager 200901 | 2009.01.21  |ZP10  |Prov. Accrual Comp Lve 1.25
30000014 The Time Manager 200801 |2009.01.31  ZP11  |Prov. Accrual Occ Lve 017
30000014 The Time Manager 200801 |2009.01.31 (2210 | Compulsory Entitlement 15.00
30000014 The Time Manager 200801 |2009.01.31  |ZQ11 | Cccasional Entitlement 2.00
20000014 The Time Manager 200901 |2009.01.31 |ZQ20 |Sick Leave Enfitlement 45.00
30000014 The Time Manager 200901 |2009.01.31 |ZQ50 | Family Resp Entitlement 5.00
30000014 The Time Manager 200902 |2009.02.28 |Z111 | Discr. Ent =6 Yrs 2.00
30000014 The Time Manager 200902 2009.02.28 (2112 Discr. Ent 6-16Yrs 5.00
30000014 The Time Manager 200902 |2009.02.28 |Z113 | Discr. Ent 16+ Yrs 11.00
20000014 The Time Manager 200902 2009.02.28 |ZP10 | Prov. Accrual Comp Lve 1.25
20000014 The Time Manager 200902 20090228 |ZP11  |Prov. Accrual Occ Lve 0.17
30000014 The Time Manager 200802 |2009.02.28 (2010 | Compulsary Entitlement 15.00

Note the message at the bottom of the screen confirming the download

The file can now be accessed via windows explorer.
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Time Management

(o 2-em v @ @@ X i [ Tooke

My Recent
Documments

Py Metwork,
Flaces

[h.ﬁ..Strategy

3B, Blueprints

[C3)C. Funtional Specifications
(0D, Interfaces

BE. Daka Migration

(3G, Meetings - Workshops
[CH. ESS MSS

[hl. Cammunication

|31, Global Change Contral
(K, General Issues

B Build EFfort 03062008, s
B 1M Requirements ¥1.xls

Ei test repart. LS

File name: | w | [ Cpen 'l

Cancel

Files of tvpe: |.¢\II Microsoft Office Excel Files (%.x0%; # xs; * .ty #.htm; # v|

You are now able to:

Consolidation [

Complete the Cumulative Time Evaluation Results report
Create a variant to save report selection criteria
Execute the Cumulative Time Evaluation Results report

Download report data to Microsoft Excel in the form of a
spreadsheet

*** Auto generated ***

This PDF was downloaded from http://www.erpdb.info
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