Manage Timesheets ST

SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

The purpose of this Quick Reference Guide (QRG) is to demonstrate how to Manage
Timesheetsin Fiori.

The steps to Manage Timesheets are as follows:

Quick Processes: Tips & notes:
1. Enter and Edit Time in CATS » Tip: Access Fiori via Google Chrome for optimal
2. Enter Time in CAT2 by Admin and Approvers performance.
3. Approve Time » Tip: Wait for a few moments for the Fiori app to
4. Run Time Management Reports o;.)en. )
» Tip: Wait for a few moments for the SAP GUI
app to open.

* Note: All Fiori system fields marked with an
asterisk are required and must be completed.
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Manage Timesheets

SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 1-Enter and Edit Time in CATS

Here is the process of entering and editing time by the Requestor. Let us first understand how
to create an assignment. The steps to create an assignment are:

a) Login to SAP Fiori using your SSO. Scroll down to the Time Collection section and click the
My Timesheet app.

verizon’/ Heme~

Approve Timesheets Approve Timesheets

nroae Reect Ems

Time Collection

Bl Reporting
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SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 1-Enter and Edit Time in CATS

b. The Overview tab appears. Navigate to the Assignments tab to create an assignment that
will be used add timesheet data.

c. The My Timesheet: Assignments tab displays a list of all the assignments that you may use
to add timesheet data.
Click the Create drop-down to create a new assignment.

d. Select the Assignment option.

< Verizon\/ My Timesheet v

Babz Jewell
(Default position / 99999993 / 01286981)

OQverview To Do List (33)

Active (8) | Inactive (0) ] Search Q elete
[J Name Sr?.je.i.t Activity Code  Location Vast Id WBS element Recteiver Cet ?}'t.rAbae|1 Valid From Va
ST 25z ype Assignment Group
e VZ-
O new training 00002134 04A 0200282460 10038 00002134.C. WRK Active 01.03.2021 31.03]
9108
i VZ-
[ Training 00002182 04A 0200288624 10038 00002182.C. WRK Active 01.01.2021 31.03]
9108
Vz- VZ-
[ Trainer 00002310 01A 0200282460 25129 00002310.E. WRK Active 01.03.2021 12.03]
9108
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SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 1-Enter and Edit Time in CATS

e. Enter the assignment name to be created in the Name field. In this example, enter Training
Demo.

f. Click the Validity Period field.
Note:

+ Validity period is the period in which the assignment will be used.
+ All the mandatory fields are marked with an asterisk.

< wverizon’ My Timesheet~

Create Assignment

Header Details
*Name: Status
|| Training Demo @
*Validity Period: —?

Details

Attributes [

*Project definition:

*Activity Code:
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 1-Enter and Edit Time in CATS

g. Select the start date for the validity period. In this example, select 15-Mar-2021.
h. Click the next arrow to view the next month.
i. Select the end date for the validity period. In this example, select 30-Apr-2021.

< werizon’ My Timesheet~
Training Demo
Header Details

*Name: Status
| Training Demo | I}

*alidity Period:

< March 2021

D¢ Sun Mon Tue Wed Thu Fri  Sat

2 28 1 2 3 4 5 1

0 B F 10 (| 12 || 12 || 13
114 16 17 18 19 §20

~ 81 = *Activity Code: | 044
12 21 22 23 24 25 26 27
MS INFRAST - HWSIW DETAIL DESIGN
13 28 29 30 31 2 3 ‘
< verizon\/ My Timesheet v
Training Demo
Header Details

*Name: Status
| Training Demo | ZD

*\alidity Period:

< April 2021 >

D¢ Sun Mon Tue Wed Thu Fri Sat

13 2829 30 31 f1]| 2 |3
1wlals 67 8|9 |10

s 11 12 13 14 15 16 17

81 *Activity Code: 044

18 18 189 20 21 22 27800
| MS INFRAST - HWSIW DETAIL DESIGN
17 25 26 27 28 29 1 ‘
x x L x =i v ta 1 a =1
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 1-Enter and Edit Time in CATS

j. Click the Project definition field.

< verizon’ My Timesheet~v —

Create Assignment

*Validity Period

[ 15.03.2021 - 30.04.2021 =

Details

Attributes [

*Project definition: | VZ-00002681 2 | *Activity Code: | 04A
ADV COMMS INFRAST - HWSW DETAIL DESIGN

o

k. The Select: Project definition pop-up screen appears. Enter the project code or description
to associate with this assignment. in the Search field. In this example, enter the project code
as VZ-00002681 and press Enter key.

& w..:__.. ) Bllss Piemrehnnd -
Select: Project definition | Default Maximum Hits = 150 ([Change in Advanced Search )

Creat ?
[zos0zeer Sihow Advanced Search (i

ltems.

Project def [Kuy) Descriptian

Attri VIC-000000 i
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 1-Enter and Edit Time in CATS

l. Select the VZ-00002681 option.

< vrul—-_.." Rl Timamebummt -
Select: Project definition | Default Maximum Hits = 150 (Change in Advanced Search )
Creat
» l Show Advanced Search Geo
Items (1)
Project def.(Key) 0 Description
VZ-00002681 ADV COMMS INFRAST - HWSW
15
Attri

m. Click the Activity Code field.

< werizon’ MyTimesheet~ —

Create Assignment

*Validity Period:

[ 15.03.2021 - 30.04.2021 =l

Details

Attributes @

*Project definition: | VZ-000028681 [ *Activity Code: | 04A )
1

ADV COMMS INFRAST - HWSW SoeraroESTeN
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 1-Enter and Edit Time in CATS

n. The Select: Activity Code pop-up screen appears. Select the activity code based on the
activity you do in this project. In this example, select the 04A option.
Note: Activity codes can be filtered based on the type of project you select. For example, if
your project allows both capital and expense, all activity codes will be available. If it only
allows expense, only the expense related activity codes will work.

< w..!—__.f Rl Tlasaskhasnt w
Select: Activity Code | Default Maximum Hits = 150 (Change in Advanced Search )
Creat
Ge
Items
— Activity Code(Key) Activity Description
OL1A PLANNING, TRACKING & MGMT
150 03A REQUIREMENTS DEFINITION & GEME
044 DETAIL DESIGI
- 048 7
Details
- 0EA Tl ING & IMPLEMENTATION |18
Attri 07A DATA CONVERSATION, DATA MIGRAT
08A MAINTENAMCE & SUPPORT
——
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 1-Enter and Edit Time in CATS

o. Scroll down to add more details to the assignment. Select an appropriate Location. In this
example, select the 0200282460 option.

Note: The location code will appear based on the project selected.
p. Click the Vast Id field.

< verizon’ My Timeshest =

Create Assignment

Attributes [

et ihasre typs |

g. The Select: Vast Id pop-up screen appears. All the available vast IDs for the selected project
are listed here. Select the desired vast ID. In this example, select the 10038 option.

£ Vf..a_-...l Rilas T mmlonnd -
Select: Vast Id | Default Maximum Hits = 150 (Change in Advanced Search )
Creat
Search with Vast Id Show Advanced Search Go
Header
Items
Attri
Vast Id(Key) Description
10038 VisionPlus Web Serve

10054

Click to Select brk Translations

16515 Revenue Accounting C
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Process 1-Enter and Edit Time in CATS

r. Click the Att./Absence type field.

< veflzonv' My Timesheet »

Create Assignment

Attributes @

*Project definition: | VZ-00002681 = ‘ *Activity Code: | 044 © ]

ADV COMMS INFRAST - HWSW DETAIL DESIGN

Location: | 0200 2] vastld: | 10038 =
- -

WBS element: Receiver cost center:

*AttJAbsence type: l Z |

s. Select the required option. In this example, select the WRK option.

‘ T
Select: At iAbsence type | Defautt Macimum Hits = 190 (Change in Adyvanced Search |
Creat
=
3]
A
it 1ABvsnce e Kyl

—— m
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 1-Enter and Edit Time in CATS

t. Click the Save button.

< wverizon’ My Timesheet~ —
Create Assignment

Header Details

Attributes [©

*Project definition: ‘ VZ-00002681 *Activity Code: | 044
ADV COMMS INFRAST - HWSW DETAIL DESIGN

Location: | 0200282460 2| VastId: | 10038

Verizon Data Services LLC Virtual VisionPlus Web Serve
Locati

WBS element: Receiver cost center:

*Att./Absence type: | WRK

e

Note:
« The WBS element will be derived based on project, activity code, and location.

« The Receiver cost center is only used by Contractors to book time for the non-project
activities.

« The Status of this assignment is Active, indicating that you can add time to this assignment.

The system displays a message "Assignment created successfully". The newly created
assignment appears at the bottom of the list.
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 1-Enter and Edit Time in CATS

Now, lets add time to this assignment.

a. Click the Overview tab.
Note: It displays the current month with color codes for the days indicating their time status.
The index of the color code is given below the calendar.

b. Select the days for which you need to enter time. Drag from the start date of your selection.
In this example, drag from 22-Mar-2021.

c. Drop to the end date of your selection. In this example, drop to 27-Mar-2021.

< VEI'iZOI'I‘/ My Timesheet ¥ —

Babz Jewell
(Default position / 99999999 / 01286981)

To Do List (33) Assignments Assignment Groups

Valid assignments within navigation period (from 14.02.2021 to 18.04.2021) are currently available for selection.

< March 2021
E Mo Tu Thu Fi
1 2 % 4 5] 6
10 7 8 9 10 1 12 13
u 14 15 b 16 17 18 19
12 23 24 25 26
13 28 29 30 31
April 2021

Note: Each color code in the assignment means:

Time Missing
B Time Rejected
B Sent for Approval
B Public Holiday

[ \/
verlzon Verizon confidential and proprietary. Unauthorized disclosure, reproduction or other use prohibited.



Manage Timesheets

SAP Fiori Quick Reference Guide (QRG)
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Process 1-Enter and Edit Time in CATS

d. Click the Enter Records button.
The week selected is now open for entries.

< Verizonv" My Timesheet v

Babz Jewell

Owerview To Do List (33) Assignments Assignment Groups
— (]
)
ecorded / .
Target Assignment Entered Draft Status

Sunday, March 21, 2021
0,00 / 0,00 0,00 Hours (]
Attributes:

Monday, March 22, 2021

0,00/ 8,00 0,00 Hours [

e. Select an appropriate assignment from the Select Assignment drop-down for a week-day.
In this example, select Training Demo.

f. Click the Increase icon to add the number of work hours. Keep clicking the Increase icon to
add the desired number of work hours. In this example, click it to add 8 hours.

< Verizon‘f My Timesheet v

Babz Jewell

Owerview To Do List (33) Assignments Assignment Groups

Copy from Target Duplicate Week
Recorded / Target  Assignment Info Entered Draft Stans euplicateilime Fohies

Sunday, March 21, 2021

0,00 / 0,00 Select Assignment ~ | [i] — 0.00 -+ | Hours M ' X+
Attributes:

Meonday, March 22, 2021

8,00/ 8,00 Training Demo \/? 5] [} 7 X +
Attributes:

Tuesday, March 23, 2021

0,00 /8,00 Select Assignment ~ H — 0.00 -+ | Hours [ 7 %+
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Process 1-Enter and Edit Time in CATS

Note: To avoid this repetitive task for all the days, you can duplicate this day's time entry for the desired
number of days in the selected period.

g. Clickthe Duplicate Time Entries button.

< Verizon\f My Timesheet v

Babz Jewell

Overview To Do List (33) Assighments Assignment Groups

——————X
Copy from Target mo.lcete Time Enlr\es Duplicate Week
Recorded / Target  Assignment Info Entered Draft Status

Sunday, March 21, 2021

0,00/ 0,00 Select Assignment ~ [ m Hours [l 74 ® +

Attributes:

Meonday, March 22, 2021

8,00/8,00 Training Demo w ‘ (A

h. Inthisexample, select the Monday, March 22,2021 check box to select the day to be duplicated.

< verizon’/ MyTim -

Duplicate Time Entries

Babz Jewell [ Date Assignment Entered Status
[ 4mmRunday, March 21, 2021 0.00
verview  ToDolist(33) N
— Monday, March 22, 2021 Training Demo 8.00
[ Tuesday, March 23, 2021 0.00 Duplicate Week
Recorded / Target Ass Wednesday, March 24,
tecorded / Target  Ass 0.00
u 2021
Sunday, March 21, 2021
D Thursday, March 25, 2021 0.00
E [ Friday, March 26, 2021 0.00
Attributes [ saturday, March 27, 2021 0.00

Meonday, March 22, 2021
E Step 2: Select days to duplicate to

&)
+

< March 2021 >

Attributes

Tuesday, March 23, 2021 SR | Bon ] Tue | Vied | Shu | Pl | St

E 9 28 1 2 3 4 5 |6

Duptct c
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 1-Enter and Edit Time in CATS

i. Scroll down to select the days on which entry is to be duplicated.
In this example, select March 23 to 26.

j. Click each date, that is, 23-Mar-2021, 24-Mar-2021, 25-Mar-2021, 26-Mar-2021.
k. Click the Duplicate button to duplicate the entry to the selected dates.

< verizon’ MyTim -

Duplicate Time Entries

Babz Jewell [ saturday, March 27, 2021 0.00 o
Step 2: Select days to duplicate to
verviey To Do List (33)
= < March 2021 >
_ . Duplicate Week
Sun Mon Tue Wed Thu Fri Sat

Hecorded arget ASS|

9 28 1 2 3 4 5 6

Sunday, March 21, 2021 0w 7 8 9 10 11 12 13
Attributes 221
Monday, March 22, 2021 13 28

i 0 +
Attributes

Selected Dates

Tuesday, March 23, 2021

E Tuesday, March 23, 2021 X -

A4 mmna k s
| Duplicate . Cancel e
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 1-Enter and Edit Time in CATS

l. The My Time Sheet: Overview tab appears with the current month's calendar.
Note: March 22 to 24, the status is Sent For Approval, and for March 25 and 26, the status
is Time Missing. This is because for March 25 and 26, you had entered 7 hours out of 8

work hours.
< verizon\/ My Timesheet v
Babz Jewell
Qverview To Do List (30) Assignments Assignment Groups
u 14 15 16 17 18 19 20
12 22 23 24 25 26
13 28 29 30 31
April 2021
Sun Mon Tue Wed Thu Fri Sat
: [
L 4 5 6 7 8 z) 10
1 1 12 13 14 15 16 17
16 7
17
O Teday Non-Working Time Missing E Sent For
B selected =Y Time Rejected Loproval
—. _ Time Completed B Public Holiday

The timesheet data has been entered and edited by the Requestor.
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Process 2 - Enter Time in CAT2 by Admin and Approvers

For all the Canadian employees, timesheet data is entered by an assigned personnel, known as
Admin. Admin receives the timesheet data from their team in the excel format, and they fill it in
SAP GUI on behalf of the entire team.

For employees in other countries, an Admin's role may be admissible when an employee is not
able to fill their timesheet data due to some reason or leaves the organization without filling the
timesheet data.

Approvers can also enter time on behalf of their direct reports, when they are on leave or cannot
access their own timesheet for some reason.

Since this is a back-end task, it is executed through SAP GUI only.
Here are the steps to enter time in CAT2 by Admin on behalf of another personnel:

a. Login to SAP GUI, run t-code CAT2 and press the Enter key.
Note:
+ All fields marked with an asterisk are mandatory.

+ Based on the user profile, some values are defaulted in the fields. You may change them
as per business requirement.

« Since the Admin is entering time, the Data Entry Profile field should have the relevant
value, that is, VZCTADMN.

< »E' " Time Sheet: Initial Screen

/S B B = = 41 Moev Exit

Data Entry

I‘ Data Entry Profile: |WZCTADMN a i VZ Connect Time Administrator for Fiori Time entr
L =

*Key date: |14.04.2021

Personnel Selection

Personnel ... MName Pers... Sub... E.E... CostCir Org.unit Time Last name Firs... &
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 2 - Enter Time in CAT2 by Admin and Approvers

b. Scroll down and click the Personnel Selectn button.

< B -0 x

14 »E- '? Time Sheet: Initial Screen

[ — . - = . i
F | B = = A Moew Exit

Personnel ... MName Pers... Sub... E. E... CostCtr Org.unit Time Last name Firs... &

<
| #8 Personnel Selectn
-
= ~
__.I
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 2 - Enter Time in CAT2 by Admin and Approvers

c. Click the match code icon for the Personnel Number field.
Note: You can enter the personnel number for whom timesheet data is to be entered. And
then enter the timesheet data for them. If you do not know the personnel number, search for
it using the first and last name of the person.

= ¢ 8 -0 x
< I-E i '? Personnel Number Selection for Fast Data Entry
[E] Save as Variant... _D_ E More Exit
-~
"
Further selections O Search helps O Sort order o Org. structure
Period
Today Current month Current year
Up to today From today
s Other period
Period
Payroll period
Selection
|
Personnel Number g
|
Employment status: & |0 O
Time recording administrator O
Additional data o
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Process 2 - Enter Time in CAT2 by Admin and Approvers

d. Enter the Last name of the personnel. In this example, enter Burgess.
e. Enter the First name of the personnel. In this example, enter Elizabeth.
f. Click the Find button.

< verlzonv" Personnel Number Selection for Fast Data Entry Q 8

Personnel Number (1)

v Last name - First name PDC error indicator Py el 1D Number Part-time employees (D) Date of birth
Last name: |Burgesﬁ
First name: |’Etizabelh

f —
Aultiple Sstecliun_‘ ‘_Cluss‘

g. All the records matching your search criteria appear. Select the appropriate option. In this
example, select the second option.

h. Click the Copy button.

< verlzonv" Personnel Number Selection for Fast Data Entry Q 8

Personnel Number (1)

> Last name - First name PDC error indicator Personnel ID Number Part-time employees (D)

(=] (2] (] [«]] ~

Last name = First name Birth Date Pers.No. Start Date End Date

Elizabeth 01.01.1970 01175183 31.10.2019 31.12.99
ELIZABETH 01.01.1970 01175183 01.01.1970 30.10.20

(& [#] [&\ (x]

2 Entries found
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Process 2 - Enter Time in CAT2 by Admin and Approvers

i. Click the Execute button.

= & 0O x
< v-i L '? Personnel Number Selection for Fast Data Entry
[E] Save as Varlant... ) B Mare ~ Exit

~
v

Further selections O Search helps O Sort order o Org. structure

Period
Today Current month Current year
Up to today From today

s Other period
Period

Payroll period

Selection

I !
Personnel Number 01175183 3
| !

Employment status: [# |0

H‘L H\L H\L

Time recording administrator

~

Additional data f
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Process 2 - Enter Time in CAT2 by Admin and Approvers

j. Select the 1175183 checkbox to enter times.
k. Click the Enter Times icon to enter times for the selected personnel.

< »E* '? Time Sheet: Initial Screen

o B OE = = & Morev Ext
Enter Times (F9) -
Data Entry
* Data Entry Profile: VZCTADMN VZ Connect Time Administrator for Fiori Time entr

*Key date:  14.04.2021

Personnel Selection

j grsonnel ... Name Pers... Sub... E.E.. CostCir Qrg.unit Time Last name Firs... &
al

75183 Elizabeth A Burgess 2901 0001 E EV 2901028118 99999999 BURGESS ELIZ. .
-
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Process 2 - Enter Time in CAT2 by Admin and Approvers
<

Select the relevant Data Entry Period by clicking the previous or next icon. In this example,
click the Previous icon to select an appropriate time period.
D-E‘ '? Time Sheet: Data Entry View
- ® 2 = = 3 C) o & g @ @ B © Maew Find Find Next Print  Exit
I

Data Entry Period: |11.04.2021 - 17.04.2021 3

Data Entry Area &

E| LT Pers.No. Rec. CCtr Receiver WBS Element Ty. TaskLev TaskCom ASAT... VastId Ac... |SU 1. MO TU 1..WE .. TH 1..FR
1175183 0] 8 7.50 6.80 8 e
:[1175183 (m] VvZ-00002829.C.9001 WRK 26064 044 8 7.50 6.80 8 3
& Release view [ Variable view Entry 1 of 2
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 2 - Enter Time in CAT2 by Admin and Approvers

. Enter the personnel number in the Personnel Number field. In this example, enter 1175183.
Enter the WBS element in the Receiver WBS Element field. In this example, enter VZ-
00002372.C.9108.

Enter the absence or attendance type in the A/Att. field. In this example, enter WRK.
p. Enter the activity code in the Ac... field. In this example, enter 04A.

< »E* '? Time Sheet: Data Entry View
BMo=E = = F © Q @ H O O & &g B © Moev Find  Find Nexi
Data Entry Period: 04.04.2021 - 10.04.2021 - Y
Data Entry Area
m LT Pers.No. Rec. CCtr Receiver WBS Element Ty. TaskLev TaskCom AJAT... VastId Ac...|SU 0..MO .. TU 0..WE .. ]
I = 1175183 m o) p 0 0 0 0
1175183 VZ-00002372.C. 9108
<>
5 Release view [(7 Variable view Entry 1 of 1
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Process 2 - Enter Time in CAT2 by Admin and Approvers
work day.
r.

Audience: Capital Labor Accountants and Time Sheet Reporters

=

g. Enter the number of hours worked in the work days fields. In this example, enter 7.5 for each
Click the Save button to save the timesheet entry.
< hz‘ '? Time Sheet: Data Entry View
S OB = = b3 aQa 2 ® % @@ = 1 B & Morew Find  Find Next  Print  Exit
Data Entry Period: |04.04.2021 10.04.2021 a6
Data Entry Area &
m LT Pers.No. Rec. CCtr Receiver WBS Element Ty. TaskLev TaskCom AAT... VastlId Ac... MO ... TU 0. WE TH 0..FR 0.. 5.
1175183 0 0 0 0 o
1175183 VvZ-00002372.C.9108 WRK 044 7.5 7.5 7.5 7.5 7.5 j
& Release view [ Variable view Entry 1 of 1
Save  Cancel .
The system message displays saying "Your data has been saved".
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 2 - Enter Time in CAT2 by Admin and Approvers

Next, release the timesheet to send the timesheet to the Approver for review and approval.
a. Scroll down and click the Personnel Selectn button.

8 - 08 x

4 h-E‘ '? Time Sheet: Initial Screen

£ B = = = &g Morev Exit

<

Personnel ... Name Pers... Sub... E. E... CostCtr Org.unit Time Last name Firs... &

-
<> < » ¥
&2 Personnel Selectn
-

Employee
Your data has been saved
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 2 - Enter Time in CAT2 by Admin and Approvers

b. Enter the personnel number of the person for whom timesheet data needs to be released in
the Personnel Number field. In this example, enter 1175183.

c. Click the Execute button.

4 hi i '? Personnel Number Selection for Fast Data Entry
B Save as Variant... Iy B More ~ Exit

~
v

Further selections O Search helps O Sort order o Org. structure

Period
Today Current month Current year
Up to today From today

+ Qther period

Period

Payroll period

Selection b

I~ al
Personnel Number 1175183 o
15 =

Employment status: (£ |0 O

Time recording administrator O

Additional data
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Manage Timesheets

SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 2 - Enter Time in CAT2 by Admin and Approvers

d. Select the 1175183 check box to open.
e. Click the Enter Times icon to enter times for the selected personnel.

< »E* '? Time Sheet: Initial Screen

e

ol m = = = 21 More v Exit

Enter Times (F9) -

Data Entry
* Data Entry Profile: VZCTADMN VZ Connect Time Administrator for Fiori Time entr

*Key date:  14.04.2021

Personnel Selection

d grsonnel ... Name Pers... Sub... E.E.. CostCir Qrg.unit Time Last name Firs... &
al

75183 Elizabeth A Burgess 2901 0001 E EV 2901028118 99999999 BURGESS ELIZ. .
-
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SAP Fiori Quick Reference Guide (QRG)

f.

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 2 - Enter Time in CAT2 by Admin and Approvers

Navigate to the time period for which the timesheet data is to be released. In this example,
click the Previous icon to select an appropriate time period.
14 r-.z‘ '7 Time Sheet: Data Entry View
- H: E = = 3 Q @ X T @ # B © Morev Find Find Next Print  Exit
f
Data Entry Period: | 11.04.2021 17.04.2021 4
Data Entry Area &
ﬂ LT Pers.No. Rec. CCtr Receiver WBS Element Ty. TaskLev TaskCom ASAT... Vastld Ac...|SU 1. MO TU 1..WE .. TH 1.. FR
1175183 0 § 7.50 6.80 8 o
@175153 3 VZ-00002829.C.9001 WRK 26064 04 8 7.50 6.80 8 3
& Release view [ Variable view Entry 1 of 2
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Manage Timesheets
SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 2 - Enter Time in CAT2 by Admin and Approvers

g. Click the Release View button to enable times to be selected for release.

4 D-E‘ '? Time Sheet: Data Entry View
2 OB = = ¥ C Q T ® £ O @ A B 9 Moev Find  Find Next  Print  Exit
Data Entry Period: 04.04.2021 - 10.04.2021 (65
Data Entry Area &
E| LT Pers.No. Rec. CCtr Receiver WBS Element Ty. TaskLev TaskCom AJAT... Vastid Ac...|SU 0..MO .. TU O0..WE .. TH 0..FR
¥ 1175183 1] 7.50 7.50 7.50 7.50 e
r T
1175183 ] VZ-00002372.C.9108 WRK 04A 7.50 7.50 7.50 7.50
L =+

& Release view [(7) Variable view

Entry 1 of 2
Release view

Note: Releasing the timesheet is a prerequisite to submit the timesheet for approval.
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SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 2 - Enter Time in CAT2 by Admin and Approvers

h. Select all the timesheet data to be released. In this example, select the 1175183 checkbox to

select it to be released.

i. Click the Release icon to release selected timesheet data.

14 hi‘ '? Time Sheet: Release View

i
z :9 =Y 2— 'I- i ‘a 3‘7 .-‘1cr e v

Find xit
Release (Shift+F4)
Data Entry Period: | 04.04.2021 - 10.04.2021 (65
Data Entry Area &

El LT Pers.No. Rec. CCtr Receiver WBS Element Ty. Tasklev TaskCom AJAT... Vastld Ac...|SU 0..MO .. TU 0..WE .. TH 0O.. FR
111?5183 0 7.50 7.50 7.50 7.50 il
J11?51233 VZ-00002372.C. 9108 WRK 04A 7.50 7.50 7.50 7.50 ’

0

0

0

0

0

0

0

0

0

] Data entry view [ Variable view Entry 1 of 2
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 2 - Enter Time in CAT2 by Admin and Approvers

j.  The system message displays saying "5 times were released". Click the Save button to save

it.
< r-.z‘ '? Time Sheet: Release View
wOE = = @ (© Q @ % EH & & & Moev Find  Exit
Data Entry Period: |04.04.2021 - 10.04.2021 =
Data Entry Area &
m LT Pers.No. Rec. CCtr Receiver WBS Element Ty. Tasklev TaskCom AJAT... Vastld Ac...|SU 0. MO .. TU 0..WE .. TH 0..FR
: 1175183 0 7.50 7.50 7.50 7.50 i

r nl
1175183 VZ-00002372.C.9108 WRK 04A 7.50 7.50 7.50 7.50

L -
0
0
0
0
0
0
0
0
0 -

] Data entry view [ Variable view Entry 1 of 2
5 times were released Save Cancel

The system message displays saying "Your data has been saved".

These released times will be approved by the approver through the Approve Timesheets
app in Fiori.
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SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 3 - Approve Time

Here are the steps to approve timesheet data by the Approver.

a. Login to SAP Fiori using SSO. Scroll down to the Time Management section and click the
Approve Timesheet app.

verizon’ Home~ a A

Time Management

(¢

Pending Entries

o o

Employees

Apprgve Timesheets

Approve Timeshe Apprgve/Reject timesheets esheets

Approve/Reject tim 5
eutrpl

Missing Days Missing Days

https:/fvzlerpwri.verizon.com/sap/bc/ui2/fip?samli2=disabled&appState=lean®TimeEntry-approve
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SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 3 - Approve Time

c. View the required details.

Note:

« On the left panel, the names of the requestors are listed. In this example, there is only one
requestor, namely Babz Jewell.

« On the right panel, all the pending timesheet data of the selected requestor is displayed.

* In the header, the timesheet data summary appears.

» The timesheet data appears week-wise. In this example, only one week's data is pending.

L4 verizon\/ Approve Timesheets v e Q 8
L4 Timesheets (1- 1)/ (1) Timesheet
Search a o
¢ 5 Babz Jewell 38.00

Babz Jewell Over 1 Week 0.00 Hours, Approve

0.00 Hours, Rejected

Mar 22 - Mar 28

Recorde
diTarget

Date [ | Deseription 38.00/40 Approval Status
.00

N Work Hours

Mar -

26 D Adv Comms Infrast - HWSW-CAP 9108(VZ-00002681.C.9108), VisionPlus Web Serve, 7.00 ror Approval

Verizon Data Services LLC Virtual Locati, DETAIL DESIGN, VZ00002681 0000
Work Hours

Mar R
Al o £ i I NAICUAT S AT A AO AT AAAASSOA S A DY L P VAT C e 7 00 Eor Annrous
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Manage Timesheets

SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 3 - Approve Time

d. Scroll down to view all the pending timesheet data for this week. Validate all the timesheet
data and approve or reject them. In this example, select the Mar 26 check box to reject time
and approve the rest of the times.

Note: You can select each day's time and approve or reject it.

e. Click the Reject button to reject the selected line.

4 verizon\/ Approve Timesheets v aQ A
L4 Timesheets (1- 1)/ (1) Timesheet
- o~ atarger
car R Date [_| Deseription . Approval Status
p N 38.00/40
.00
Babz Jewell 38.00 Mar o JVork Hours
v - _
Hours 26 Adv Comms Infrast - HWSW-CAP 9108(VZ-00002681.C.9108), VisionPlus Web Serve, 7.00 ror Approval
Verizon Data Services LLC Virtual Locati, DETAIL DESIGN, VZ00002681 0000
M Work Hours
\iar -
25 D Adv Comms Infrast - HWSW-CAP 9108(VZ-00002681.C.9108), VisionPlus Web Serve, 7.00 ror Approval
Verizon Data Services LLC Virtual Locati, DETAIL DESIGN, VZ00002681 0000
y Work Hours
Var -
24 [0 advComms Infrast - HWSW-CAP 9108(VZ-00002681.C.9108), VisionPlus Web Serve, 8.00 ror Approval

Verizon Data Services LLC Virtual Locati, DETAIL DESIGN, VZ00002681 0000
Work Hours

Mar
23 D Adv Comms Infrast - HWSW-CAP 9108(VZ-00002681.C.9108), VisionPlus Web Serve, 8.00 ror Approval
Verizon Data Services LLC Virtual Locati, DETAIL DESIGN, VZ00002681 0000

Work Hours

Mar s
22 [0 Adv Comms Infrast - HWSW-CAP 9108(VZ-00002681.C.9108), VisionPlus Web Serve, 8.00 ror Approval ﬂ

Note: You can click the checkbox at the top beside Description to select and approve all the
timesheet data at the same time.
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SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 3 - Approve Time

f. When you reject time, you need to provide a reason for the same. This will ensure the time
reporter understands what they need to fix. In this example, select the Wrong Activity Type
option.

o
[

< Verizorl‘f Approve Timesheets v
Rejection Reason
£ Timesheets (1- 1)/ (1) sheet
Search Q
o 3 — diTarget
Date [ Des{é Wrong Activity Type . . Approval Status

Wrong Order

Babz Jewell 38.00 . Worl Wrong A/A Type

& A Wrong Statistical Key Figure Serve oo
Veriz \

Wrong WBS element
Wor|

_E. ] Adv | Wrong Network 8] lus Web Serve 7.00

Veriz

Wrong Work center

War|
Wrong Sales document

Veriz Wrong Task Level

Worl Wrong VAST Id

Veriz

Worl|

D e o

—

g. The system displays a confirmation dialog box. Click the OK button.
£ Verizonv’ Approve Timesheets v

} A
o

L4 Timesheets (1- 1)/ (1) Timesheet
dTarget
Date [ | Description .~ Approval Status

Babz Jewell 38.00 N Work Hours

[¥]  Adu Cammmne lnfenss  LOMCILAAD G102A7Z ANNNIER1 A 010DY \jjg 7.00

Confirmation

. ] Do you want to reject the selected entry for Babz Jewell?

D uv-GoTTTTTS o

Verizon Data Services LLC Virtual Locati, DETAIL DESIGN, \

Work Hours

O

D e o

[] J
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SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 3 - Approve Time

Note: Mar 26 line has disappeared from the pending list.

h. Select the check box in the title row to select all the rows to approve all the other lines in
one transaction.

i. Click the Approve button to approve all the selected lines.

< Verizon\"' Approve Timesheets » - 2
< Timesheets (1- 1) / (1) imesheet

Search a o

h Recorde
< > - diTarget
Dvr "
Date |iv}| Description 31.00/40 Approval Status

Babz Jewell

.00
Work Hours
Mar ) . .
25 Adv Comms Infrast - HWSW-CAP 9108(VZ-00002681.C.9108), VisionPlus Web Serve, 7.00 ror Approval
Verizon Data Services LLC Virtual Locati, DETAIL DESIGN, VZ00002681 0000
Work Hours
Mal - - A
24 Adv Comms Infrast - HWSW-CAP 9108(VZ-00002681.C.9108), VisionPlus Web Serve, 8.00 ror Approval
Verizon Data Services LLC Virtual Locati, DETAIL DESIGN, VZ00002681 0000
Work Hours
Ma — n Eor A -
23 Adv Comms Infrast - HWSW-CAP 9108(VZ-00002681.C.9108), VisionPlus Web Serve, 8.00 ror Approval
Verizon Data Services LLC Virtual Locati, DETAIL DESIGN, VZ00002681 0000
Work Hours
Mar - n e .
22 Adv Comms Infrast - HWSW-CAP 9108(VZ-00002681.C.9108), VisionPlus Web Serve, 8.00 ror Approval

Verizon Data Services LLC Virtual Locati, DETAIL DESIGN, VZ00002681 0000
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SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 3 - Approve Time

j.  The system displays a confirmation dialog box. Click the OK button.

4 Verizonv’ Approve Timesheets v Q

o

L4 Timesheets (1- 1)/ (1) Timesheet

Recorde
diTarget

Date E| Description nmn Approval Status

Confirmation

Do you want to approve the selected entries for Babz 10026
Jewell?

WOrKk mours
Adv Comms Infrast - H\

Verizon Data Services LLC Virtual Loca

Work Hours

1 Adv Comms Infrast - HVSW-CAP 9108(vZ-00002681.C.9108)
Verizon Data Services LLC Virtual Locat

Note that all the lines have disappeared from the pending list.
The timesheet data has been approved by the Approver.
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SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 4 - Run Time Management Reports

SAP provides two main time management reports:

1. CATS_DA - Display Working Times: Displays all the timesheet data details that have been
filled by personnel.

2. CATC - Time Sheet: Time Leveling: Displays list of personnel who have not filled timesheet
data or filled fewer or more hours.

Let us first understand the steps to run the CATS_DA time management report.

Open the CATS_DA report to view timesheet data filled by personnel. You can validate
timesheet data of specific personnel or posted on a WBS or cost center.

a. Search for GUI transaction code CATS_DA and click the Display Working Times app.

< verizon\/ App Finder v

I Catalog User Menu l

sS4 Select System Results (1) in 54 e
AA PSIM Display Transactions
Display Working Times
AA Transactions - B

AM Transactions

AP Production Manager P

AP:1099_PROCESSING_US
AP:ALLOW_BANK_ACCOUNT
AP:ALLOW_CREDIT_AND_DEBIT_CA...
AP:ALLOW_SSN

APALLOW_TAXID

AP:AUDIT

AP:CHECK DISBURSEMENTS
AP:DUPPAY_GROUP

AP:EPAYABLES

—.,
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SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 4 - Run Time Management Reports

b. Click the Reporting Period drop-down. Select the relevant reporting period option. In this

example, select the Current Year option from the Reporting Period drop-down.
Note:

« All the mandatory fields are marked with an asterisk.

 In the Selection Criteria section, you may enter the selection parameters for the report, as
per business requirement.

< verizon\/ Display Working Times
Execute Get Variant... Program Documentation Selection Fields Dynamic Selections OrgStructure More Execute ar
Period
* Reporting Period ECurreﬂt Year 3
Selection Criteria
Personnel Number: | =} ‘
Employment Status | Dﬁ' ‘
Company Code | = ‘
Cost Center. | 5 ‘
Selection of Time Sheet
|. =] Basic Data .|[J
Task Type to | o |
= [ =1
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 4 - Run Time Management Reports

c. Inthe Selection of Time Sheet section, you may enter the range of the selection parameters
for the report, as per business requirement. Select appropriate Processing Status. In this
example, select the range of 10 to 40.

< verizon\/ Display Working Times a &
Execute Get Variant... Program Documentation Selection Fields Dynamic Selections OrgStructure More ~~ Execute and Print Exit

Task Type to | =} |

Task level to | o |

Task component: to | o |

Activity Type to | o |

to (]

to (o]

to (o]

to (c]

to (c]

Processing status Hl] Q to: | 40 ? | o |

Short Text to | o |
‘_ ¥ Receiver account assgmt |0
‘. i4]_Sender Account Assignment [P
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SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 4 - Run Time Management Reports

d. In the Output section, you may select a saved layout of the report, as per business
requirement.

e. Click the Save As Variant... button to save the search criteria.
Note: You may save the set of search criteria as a variant. Whenever you want to run a
report with the same search criteria, open the saved variant.

< Wrizon‘/ Display Working Times aQ A
| Exr::\lle] Get Variant... Program Documentation Selection Fields Dynamic Selections OrgStructure More ~ Execute and Print Exit
Display Unit/Measure to | o |
Number (unit) to | o |
Processing status: | 10 to: |40 | o |
Short Text to | o |
‘_ ¥ Receiver account assgmt |0
‘. 4] Sender Account Assignment |0
‘. %] Data Sources |D
Qutput
Conversion to Unit of Measure
Layout
Document Flow Analysis

e

Save As Variant... JeERtN
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 4 - Run Time Management Reports

f. Enter the desired Variant Name. In this example, enter Demo Variant.
g. Enter the desired Description. In this example, enter For Demo Purposes.
h. Click the Save button.

< Verizon"f Variant Attributes

Use Screen Assignment Information about variant attributes More ~
Description |F: Demo Purposeq

Screen Assignment
Created  Selection Screen

~ 1000

Objects for selection screen

|é| |¥| |Q| |sE|J| |{}Techr.|:at ‘1ame‘ |3C|

—

A | |

The system displays message "Variant DEMO VARIANT saved".
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 4 - Run Time Management Reports

i. Click the Execute button to view the output.

erizon’ Display Working Times aQ &

Get Variant Program Documentation Selection Fields Dynamic Selections More ~~ Execute and Print Exit

Period

* Reporting Period: | Current Year N

Selection Criteria

Personnel Number. ‘ o |

Employment Status ‘ o :|

(&)

nter ‘ = |

Selection of Time Sheet
[ 7] Basic Data [si

Task Type (]
— — [ = |

‘ (¥ Variant DEMO VARIANT saved View Details Cancel
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 4 - Run Time Management Reports

j.  Scroll and view the complete report.

Note: Some of the basic functions available in the report are:

« Change Data: Change timesheet data for specific user.

« Display Document Flow: Display change history for each user.

« Change Display: Change display based on the processing status of the users.
+ Additional Functions: View more available functions.

* Full Screen: View this report in full screen.

< Verizon"f Display Working Times aQ A
More Q L= Exit
Name of er‘ﬂplcl Additional Functions * *  Pers.No Date 7| Status Text for Rejection Reason Task Type * Task level * Task component

{Semoria Anderson 1184935 05.02.2021 e Consulting Consulting L1 Double Time Hourly Rate
04.02.2021 e
03.02.2021 e
02.02.2021 e
01.02.2021 e

1184935

Sanjay Arasanagatta Jayappa 1182969 22.01.2021 i
21.01.2021 &
20.01.2021 &
19.01.2021 &
18.01.2021 &

k. Click the Additional Functions icon to view more functions that you can perform on the

report.
< verizonu' Display Working Times Q A
More ~ Q l@’ Exit
(2@ =]
Name of employee or applicant = *  Pers.No. Date 7| Status Text for Rejection Reason Task Type = Task level *  Task component

Semoria Anderson 1184935 05.02.2021 e Consulting Consulting L1 Double Time Hourly Rate
04.02.2021 &
0302 2021 o
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SAP Fiori Quick Reference Guide (QRG)

Audience: Capital Labor Accountants and Time Sheet Reporters

Process 4 - Run Time Management Reports

|. Click the Additional Functions icon.

< verizon’ Display Working Times a8
More Q (=] Exit
PEEYEM @ (EE - '§|P|5'|
Name of employee or applicant * % Pers.No Date T | Status Text for Rejection Reason Task Type * Task level *  Task component

m. Explore all additional functionalities.

Note: The additional functions available in the report are:

¢ Print: Print the report and/or send it through email.

« Details: Display user's details of the selected user.

« Sort in Ascending Order: Sort the records in ascending order based on the selected
criteria.

« Sort in Descending Order: Sort the records in descending order based on the selected
criteria.

* Find: Search for a term in the report.

» Set Filter: Filter the report based on the desired criteria.

« Total: Display total, mean value, maximum or minimum value of the selected rows.

» Subtotals: Display subtotals of the selected values.

* View: View the report in grid or list format.

« Export: Export the report in any of the available formats.

+ Choose Layout: Choose, change, save, and manage layouts.

+ End User Documentation: View online help documentation to learn more about it.

< verizon’ Display Working Times a 8

More @ Q & Exit
LPECYEM R EE T EMEY (B B B @2 &

Name of employee or applicant Pers.No. Date 7| Status Text for Rejection Reason Task Type = Task level *  Task component

Semoria Anderson 1184935 05.02.2021 g Consulting Consulting L1 Double Time Hourly Rate
04.02.2021
03.02.2021
02.02.2021
01.02.2021

1184935

Sanjay Arasanagatta Jayappa 1182969 22.01.2021
21.01.2021 &
20.01.2021

120721
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 4 - Run Time Management Reports

n. Click the Choose Layout drop-down.
o. Select the Change Layout option.

< verizon’ Display Working Times [SR-
More ~ Q & Exit
M e . . . P y
HEEJEM@ (EHEHQEEN EMEY (B @[] (2]
MName of employee or applicant * % Pers.No. Date T | Status Text for Rejq Choose Layout Task Type *  Task level *  Task component
Semoria Anderson 1184935 05.02.2021 g | Change Layout Consulting Consulting L1 Double Time Hourly Rate
04.02.2021 = Save Layout...
o~
RN - Manage Layouts
02.02.2021 &7
01.02.2021 &
1184935
Sanjay Arasanagatta Jayappa 1182969 22.01.2021 o~
21.01.2021 g
20.01.2021 e
19.01.2021 g
18.01.2021 e
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 4 - Run Time Management Reports

The Displayed Columns appear on the left and the Column Set on the right.

Note: To add more columns to the report, select the desired columns from the right panel
and transfer them to the Displayed Columns. Similarly, to remove any columns from the
report, select the desired columns from the left panel and transfer them back to the Column
Set.

p. Scroll down to the desired column to be added to the report. In this example, click the
Amount field.

g. Click the Show selected fields icon to include it in the report.
Note: You may save this layout to re-use the same layout in further reports.

r. Click the Adopt button to view changes in the report.

< Verizon‘/ Display Working Times

Change Layout

Column Selection Sort Order Filter Display
Displayed Columns Column Set
4]
Column Name Column Mame

Name of employee or applicant WEBS element

Personnel Mumber |§Amoum

Date Currency

Status and Processing Indicator —— . Short Text
b7
Text for Rejection Reason | q bng text

Task Type L Sender Cost Center

Task level Show selected fields (F7) {ess

Task component Activity number

[ \/
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Audience: Capital Labor Accountants and Time Sheet Reporters

Process 4 - Run Time Management Reports

s. The Amount field appears at the end of the report.

< verizon’ Display Working Times

More ~

AEENEEIONBE

MName of employee or applicant * % Pers.No.

Semoria Anderson 1184935
1184935
Sanjay Arasanagatta Jayappa 1182969

Date
05.02.2021
04.02.2021
03.02.2021
02.02.2021
01.02.2021

22.01.2021
21.01.2021
20.01.2021
19.01.2021
18.01.2021

T Betw

13A
13A
13A
13A
13A

D4A
D4A
D4A
D4A
D4A

@ 5N EHED B

Code

Project definition
VZ-00002725
VZ-00002725
VZ-00002725
VZ-00002725
VZ-00002725

VZ-00002719
VZ-00002719
VZ-00002719
VZ-00002719
VZ-00002719

GEIEENE

" A
4

Location

0200282465
0200282465
0200282465
0200282465
0200282465

0200282474
0200282474
0200282474
0200282474
0200282474

Last name First name

ANDERSON, SEMORIA

ARASANAGATTA JAYAPPA, SANJAY

t. Click the Choose Layout drop-down.

u. Select the Save Layout option.

< Verizorl“" Display Working Times
Maore ~

PEFHENE EEE

MName of employee or applicant = *  Pers.No.

Semeoria Anderson 1184935
1184935
Sanjay Arasanagatta Jayappa 1182969

Date
05.02.2021
04.02.2021
03.02.2021
02.02.2021
01.02.2021

22.01.2021
21.01.2021
20.01.2021
19.01.2021
18.01.2021

VIV (5 1) (4l

T Betw

13A
13A
13A
13A
13A

D4A
D4A
D4A
D4A
D4A

(B8]

Code

Project
VZ-000
VZ-000
VZ-000

Change Layout...
Save Layout...

Manage Layouts

t o
ENIE - uEIEIE

Choose Layout

ocation

282465
00282465
200282465

VZ-0000zrzo——1J200282465

VZ-00002725

VZ-00002719
VZ-00002719
VZ-00002719
VZ-00002719
VZ-00002719

0200282465

0200282474
0200282474
0200282474
0200282474
0200282474

Last name First name = Amo...

ANDERSON, SEMORIA

ARASANAGATTA JAYAPPA, SANJAY
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Process 4 - Run Time Management Reports

v. The Save as... pop-up screen appears. Enter the desired name for the layout and save it. In
this example, click the Cancel button.

< VBI'IZOI'I‘/ Display Working Times a &2

Loyout |ﬂ

Name: |

(] User-Specific

\Y
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Process 4 - Run Time Management Reports

Now, let us understand the steps to run the CATC time management report.

Open the CATC report to view the missing timesheet data.

This is done through a batch job, wherein the list of defaulters is sent to their respective
managers. This report also allows you to view missing timesheet data for individuals.

CATC report can send an email with the unfilled times weekly so the managers can keep track
of which direct reports have outstanding timesheets.

a. Search for GUI transaction code CATC and click the Time Sheet: Time Leveling app.

< wverizon’ App Finder~ Q A

’ Catalog | User Menu ]

s4 Select System Results (1) in S4 e
AA PSIM Display Transactions

Time Sheet: Time Leveling
AA Transactions

AM Transactions

AP Production Manager %

AP:1099_PROCESSING_US
AP:ALLOW_BANK_ACCOUNT
AP:ALLOW_CREDIT_AND_DEBIT_CA... @
AP:ALLOW_SSN

AP:ALLOW_TAXID

AP:AUDIT

AP:CHECK DISBURSEMENTS
AP:DUPPAY_GROUP

AP:EPAYABLES

—
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Process 4 - Run Time Management Reports

b. In the Period section, select an appropriate radio button to select the period for the report,
as per business requirements. In this example, select the Other period radio button and
select March 2021 as report's period.

Note:
* You may click the Get Variant button to select a saved variant.
« To save a variant, enter the search criteria and click the Save as Variant button.

In this example, select 1-Mar-2021 in the Period field.
d. Inthis example, select 31-Mar-2021 in the To field.

Note: In the Selection section, you may enter the selection parameters for the report, as per
business requirement.

e. Enter the personnel number to be searched in the Personnel Number field. In this example,
enter 1042258.

o

< verizon\/ Time Sheet: Time Leveling a &

Save as Variant... Get Variant... Dynamic Selections More Exit

| Further selections O Search helps

Period

Current month Current year

From today

c d
Period:|| 01.03.2021 Tozf 31.03.2021

Personnel Number:

Selection

0,

Employment status

0,

Personnel area

Controlling area

g

OB |5
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Process 4 - Run Time Management Reports

f. Scroll down and in the Report Specific Selection of Employees section, you may select the
check box, as per business requirement.

e verizon\/ Time Sheet: Time Leveling a A

Save as Variant... Get Variant... Dynamic Selections More Exit

i

Cost center =3

Organizational unit =3
Administrator group ‘DT|

Time recording administrater ‘DT|

Report-Specific Selection of Employees

Employees required to record times in time sheet

g. Scroll down and in the Time Sheet Selection section, you may select the relevant check
box, as per business requirement.

'Y Wrizon‘/ Time Sheet: Time Leveling Q o)

Save as Variant... Get Variant... Dynamic Selections More Exit

Time Sheet Selection

Select time sheets for which no times or quantities are recorded

®) Select time she no times recorded

Select according to specified number of hours

'&EZS"dH'\E to targetr

Time Sheet Selection

Selection Control

®) Apply selection criteria to each day
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Process 4 - Run Time Management Reports

h. Select the Select according to Target Hours radio button.
Note: You may select the relevant check box to report too few or too many hours, as per
business requirement.

4 Wrizorl“" Time Sheet: Time Leveling QA

Save as Variant... Get Variant... Dynamic Selections More ~ Exit

Time Sheet Selection

Select time sheets for which no times or quantities are recorded

(O Select time th no times recorded

Select according to specified number of h
i®) Select according to target hours

Too few hou

Too many hours recorded

i. Inthis example, select the Select time sheets with no times recorded radio button to list
the defaulters.

i Inthe Selection Control section, you may select the relevant check box, as per business

requirement.
4 verizonv’ Time Sheet: Time Leveling aQ &
Save as Variant Get Variant. Dynamic Selections More ~ Exit

Time Sheet Selection

Select time sheets for which no times or g ties are recorded
®) Select time ith no times recorded

rding to specified number of hours

Select acco

Select according to target hours

Selection Control

®) Apply selection criteria to each day

Apply selection criteria to perio

Time Settings
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Process 4 - Run Time Management Reports

k. Scroll down and in the Time Settings section, the values are auto-populated. You may
change to relevant values, as per business requirement.
In the Calculate Non-Working Days section, you may select the relevant radio button, as per
business requirement.

< verizon\f Time Sheet: Time Leveling Q o
Save as Variant. Get Variant. Dynamic Selections More Exit
Time Settings m
Period type: [ 2 | Weekly data entry
Periods! 1

First day of week

Profile: | VZCBPS2 Propose

Calculate Non-Working Days
®) Calculate non-work. days by factory calendar

Calculate non-working days by target hours

l.  Scroll down and in the Output section, you may select a saved layout of the report, as per
business requirement.

m. Click the Execute button.

< verizon\f Time Sheet: Time Leveling Q o

Save as Variant. Get Variant Dynamic Selections More ~ Exit

Calculate non-working days by target hours

Target Hours

Time type target hours: Sub. HR hours Add overtime

Upward tolerance:
Downward tolerance:

Profile: | VZCBPS2 Propose

Output
Layout:
Display all time sheets
ma
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Process 4 - Run Time Management Reports

For the given personnel number, timesheet data is missing for all the listed time periods. You
may double-click each entry to view details of that period.

n. Click the back icon to return to the Time Sheet: Time Leveling screen.

n
verizon“’ Tim
a = =T v

e Sheet: Time Leveling a A
B 2 = # i) [iiE) [i More ~~ Q =] Exit

Period 01.03.2021-31.03 2021

Per . | Name of employee or applicant From date To Date

| 1042258 Edward Caimey 01.03.2021  07.03.2021
1042258 | Edward Caimey 08.03.2021 14.03.2021
1042258 | Edward Caimey 15.03.2021 21.03.2021
1042258 | Edward Cairney 22.03.2021 28.03.2021
1042258 | Edward Cairney 29.03.2021 31.03.2021
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Process 4 - Run Time Management Reports

Since this report is run as a batch job, variants are created beforehand. This ensures that those
who do not fill timesheet data, their respective managers are informed about it via email.

0. Click the Get Variant... Button to view an existing variant.

4 verlzon\/ Time Sheet: Time Leveling QA
(0]
Save as Variant. Dynamic Selections More ~ Exit
Get Variant... (Shift+F5)
| Further selections | O’ Search helps
Period
Today Currant month Current vear

p. The ABAP: Variant Directory of Program RCATSCMP pop-up screen appears displaying
the existing variants. Select the variant to view its details. In this example, select the VICTOR
REHORST option.

g. Click the Choose button.

4 verlzon\/ Time Sheet: Time Leveling

ABAP: Variant Directory of Program RCATSCMP

Variant Catalog for Program RCATSCMP
EEEIE
Variant name Short Description

DEEPAKDADIAHLA  Deepa k dadishla
IAN BLACK lan Black

LISA DONNELLY Lisa Donnelly

RICHARD DALLEY  Richard Dalley
SUET FUN TSANG  SUET FUN M TSANG
{WICTOR REHORST | Victor J Rehorst
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Process 4 - Run Time Management Reports

r. Click the Multiple Selection icon to view the list of team members given in this variant.
The Multiple Selection for Personnel Number pop-up screen appears. This is the list of
team members of the given manager.

I'e Verizcn‘/ Time Sheet: Time Leveling QA
Save as Variant... Get Variant... Dynamic Selections More Exit

| Further selections O’ Search helps
Period

Today Current month Current year

Up to today From today

#) Other period
Period: To‘|

Selection

Personnel Number: | 'I'_‘_T“ ‘ u
[ | Multiple Selection (Active)

Ernlovment statye ||

s. Click the Close icon.

< verlzon\/ Time Sheet: Time Leveling 2 2

Multiple Selection for Personnel Number

Select Single Values (6) Select Ranges Exclude Single Values Exclude Ranges

(=]

Single va..

110121008 )
1103675
1169995
1171635
1175183

1194197

v & & @& O W [E Muliiple selection..
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Process 4 - Run Time Management Reports

t. Scroll down and select the Send mail check box to notify their manager by email, if any of
them fail to enter their timesheet data.

Note: You may change other parameters as per business requirements.
u. Click the Execute button.

'Y verizon\/ Time Sheet: Time Leveling Q o)
Save as Variant... Get Variant... Dynamic Selections More Exit
Calculate non-working days by target hours

Target Hours

Time type target hours Sub. HR hours Add overtime
ard tolerance
Downward tolerance
Profile: | VZCBPS2 | Propose
Output
Layout

Display all time sheets
Send mail: [+];
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