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Introduction

Process and Trigger

Perform this procedure to record working time during intersession and to record compensatory (comp) 
time for actual time worked during intersession.

Prerequisites

The University is in Intersession. 

Menu Path 

Human Resources Time Management Time Sheet CATS Classic CAT2 - 
Record Working Time

Transaction Code

CAT2

Tips and Tricks

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

Reports

None
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Procedure

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

Time Sheet: Initial Screen

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

Field R/O/C Description

Data Entry Profile Required Determines the data entry process and the layout 
of the time sheet.

Example:
TMKWN001

The Data Entry Profile TMKWN001 is commonly used to enter timesheets for employees. 

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

Field R/O/C Description

Person ID Required A unique 9 digit alphanumeric identifier assigned 
to each employee.

Example:

Timekeepers can search for employee's Person ID and Person Assign numbers by clicking 
on the Matchcode button to the right of the Person ID field. 

4. Press "Return" key on the computer keyboard to update the screen and for the Key date field to 
appear on the screen.

Time Sheet: Initial Screen
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5. As required, complete/review the following fields:

Field R/O/C Description

Key date Required Selection date for the results of the report.

Example:
12/26/2011

6. Click the Row  next to the Person ID.

7. Click the Enter Times button  to access the employee's timesheet.

Time Sheet: Data Entry View

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

Field R/O/C Description

Pers. Assgn Required A system generated identification number for 
each personnel assignment.

Example:
27366

A/A Type Required Describes the attendance or absence in more 
detail.

Example:
1012

A/AType, 1012, is the code for Holiday.
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Time Sheet: Data Entry View

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

Field R/O/C Description

MO Day / Year Required The number of hours worked on a specific day.

Example:
8

To add a new A/AType code, you must go to the next available row and add the 
appropriate hours.

Time Sheet: Data Entry View

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

Field R/O/C Description

Pers. Assgn Required A system generated identification number for 
each personnel assignment.

Example:
27366

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

Field R/O/C Description
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Field R/O/C Description

A/A Type Required Describes the attendance or absence in more 
detail.

Example:
2008

Time Sheet: Data Entry View

12. Click the next available Row  to the left of the Pers. Assgn field.

13. Click the More... button .

Time Sheet: Data Entry View

14. Select Target Hours  from the list.
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Time Sheet: Data Entry View

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

Field R/O/C Description

Pers. Assgn Required A system generated identification number for 
each personnel assignment.

Example:
27366

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

Field R/O/C Description

A/A Type Required Describes the attendance or absence in more 
detail.

Example:
1016

1016 is the A/AType code for working during Intersession.  Hours entered in this row indicate 
actual time worked during Intersession.

Time Sheet: Data Entry View

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

Field R/O/C Description
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Field R/O/C Description

TU Day / Year Required The number of hours worked on a specific day.

Example:
4

Time Sheet: Data Entry View

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

Field R/O/C Description

WE Day / Year Required The number of hours worked on a specific day.

Example:
3

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

Field R/O/C Description

OC Required Indicates that the employee is requesting 
compensatory time in lieu of overtime pay.

Example:
01

A 01 in the OC field indicates the employee will receive comp time for the hours worked.

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

21. Select Check Entries  from the list to ensure no errors were found.

Time Sheet: Data Entry View

22. Click the Continue button .

The system displays the message, “Your data has been saved.”
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Time Sheet: Initial Screen

23. Click the Exit button .

24. The transaction is complete.
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Results and Next Steps

You have successfully recorded working time during intersession and recorded compensatory (comp) 
time for actual time worked during intersession.


