] Work Instruction
BUworks Online Hel p 24 Timekeeper - Record Time Worked During

Intersession (CAT2)

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
| Time Sheert: initial Screen
I| Menu, 4] [ || [Back | Exit|[ Cancel | [ System ] | [ Enter Times |[ Settings |
Data Entry
2 Data Entry Praofile rl
Fersonnel Selection
3 Ferson ID r
2. Asrequired, 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:
TMKWNOO1
@ The Data Entry Profile TMKWNOO1 is commonly used to enter timesheets for employees.
3. Asrequired, 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
b 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

| Time Sheet: Initial Screen
I| Menu) 4] [ ||| [ Back || Exit |[ Cancel || System ) ||| Enter Times || Settings |
? i §
Data Entry
Data Entry Profile [THKWNEE1 [(T] TK Widy, NREP & 12324 Staff
Key date [To173ar2012
5
Personnel Selection
Person ID U915891921 Tracy Hollingsworth
|Per50n D Fersonn... Personnel Assign Text MName m
6 —_[u91891921 27366 50612286 Active 00027366 Main Tracy Hullingswul'lhﬂ
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5. Asrequired, 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

| Time Sheer: Data Entry View
I Menu, 4] | Cancel | [ System] ||| Select All || Deselect All || Sort Ascending || Sort Descending |[ Totals Row On/off |[ More... ]

Ifwages are funded by externally sponsored agreement(s), by clicking SAVE | certify that | am either the P1 or other responsible official using suitable means of

verification to confirm that the hours worked reasonably reflect the actual effort devoted to the project(s) funded by the sponsored agreement(s) during this pay period
BUID: [US15391921 Mame: [TRACY HOLLINGSWORTH Vac: | 66.56 | Sick |[306.00 | Comp:| ©.00 | Pers: | 16.00 Fosition [TECH SR BROA| wWSR: [FO8
Data Entry Period 12/26/2011 |- |B1/81/2012 E Week 52.2011

Data Entry Area

EL TPersas. [Re. [Re Jua [ ps Jwv]. Jname  Trotar uo. JFrem fre  fruiJrrom [re we.. Jfrom fre [rH 1 from fro  JFR1.JFrom e Jeaf
| (m[27388 40)  slos:ooli6:08]  s@s:e0(16:00  s8[es:e0[16:00)  8lgs:en[16:80)  5/@s:00[16:60
BEEEE FIE g g 8 3

s

8. Asrequired, complete/review the following fields:

Field R/O/C Description

Pers. Assgn Required A system generated identification number for

each personnel assignment.

Example:

27366
VA Type Required Describes the attendance or absence in more
detail.
Example:
1012
@ ‘ype, 1012, is the code for Holiday.
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Time Sheet: Data Entry View

| Time Sheet: Data Entry View

I| Menu, 4| | || [ save | Back || Exit [ Cancel | [ System] | [ Select All || Deselect All || Sort Ascending || Sort Descending || Totals Row 0n/off || More...)
lfwages are funded by externally sponsaored agreement(s), by clicking SAVE | cerify that | am either the P1 or other responsible official using suitable means of =
wverification to confirm that the hours worked reasonably reflect the actual effort devoted to the project(s) funded by the sponsered agreement(s) during this pay period
BUID: [U912910821 Mame: [TRACY HOLLINGSWORTH Vac: | 66.56 | Sick |[306.00 | Comp:| ©.00 | Pers: | 16.08 Position [TECH SR BROA | WsR: |FB8
Data Entry Period 12/26/2011 |- |B1/81/2012 Week 52.2011

Data Entry Area
@ |Pers.As.. |Re... |Re... lA.I'A... | |PS...|LV |OC |Name ITolaI |I'-p10... |Frum ITU ITUW... \Frum ITU f.'\fE... |Fr0m ITU ITH1.. |Frum rTo |FR1... \Frum ITU [
_(_1)2?355 40 8|08:00|16:00 8/08:00|16: 60 8|08:00[16:00 8|08:00/16:00 8/08:00|16:0C
_g 27366 e} ] 2] e} ] 2]
9 27366 +4 { |
9. Asrequired, complete/review the following fields:
Field R/O/C Description
MO Day / Year Required -
y q 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
3 appropriate hours.
Time Sheet: Data Entry View
| Time Sheet: Data Entry View
I| Menu) 4] | ||| [ save |[ Back |[ Exit || Cancel | [ System ] ||[ Select All |[ Deselect All || Sort Ascending |[ Sort Descending |[ Totals Row On/Off || More...)

If wages are funded by externally sponsored agreement(s), by clicking SAVE | cerify that | am either the Pl or other responsible official using suitable means of
verification to confirm that the hours worked reasonably reflect the actual effort devoted to the project(s) funded by the sponsored agreement(s) during this pay period.

BUID: |U91891921 Mame: TRACY HOLLINGEWORTH Vac: | 66.56 | Sick: [386.80 Comp:| ©.88 Pers: 16.00 Paosition: [TECH SR BROA| WSR: [FB8
Data Entry Period 12/26/2011 |- P1/61/2812 E Week 522011
Data Entry Area
EL Trersas.. e Jre. Jua | Jps Jvfoc Jname [rotal Juo ... [From o fru1.Jrrom fro  we.. From fre  [rH 1. JFrom Jre  FR1.JFrom Jro |
_G—) 27366 48 3/08:00[16:00 3/08:00/16:00 3/08:00/16:00 8/08:00|16:00 8|08:00|16:0E
a

27366 1] ] 2] 2] 2] B
1 2736 1012 3
10—

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 . .
yp g Describes the attendance or absence in more
detail.
Example:
2008
Time Sheet: Data Entry View
Time Sheet: Data Entry View
[Menu] 4 | || [Save |[ Back |[ Exit|[ Cancel | [System ] | [ Select All |[ Deselect All |[ Sort Ascending || Sort Descending |[ Totals Row On/off || More. f——— 13
-
If wages are funded by externally sponsored agreement(s), by clicking SAVE | certify that | am either the Pl or other responsible official using suitable means of
verification to confirm that the hours waorked reasenably reflect the actual effort devoted to the project(s) funded by the sponsered agreement(s) during this pay period.
BUID: [U81891821 | Name: [TRACY HOLLINGSWORTH | Vac: | 66 56 | Sicc 396 80 | Comp:| 080 | Pers: | 16.06 | Position wsR: 8
Data Entry Period [12726/2011]- [p1/01/2012] Week [52.2011]
Data Entry Area
Bl TPersis. Re. [Re. A [ [ps . Jvioc uame [Total Mo .. [From [re  [ru1.[From [t [WE.. [From fre  [rH1..JFrom re R JFrom fro |
_@2?355 40 8|08:00|16:00 8/08:00|16:00 8(08:00/16:00 8|08:00/16:00 8|08:00|16:06
| Z|27366 ] ] ] ) ] ]
27368 1012 8
27366 2008
12—
12. Click the next available Row |_ to the left of the Pers. Assgn field.
13. Click the More... button LMore...J
Time Sheet: Data Entry View
Time Sheet: Data Entry View
[Menu) 4| [ il | save || Back || Exit || Cancel | | System | [ Setect All |[ Deselect All || Sort Ascending || Sort Descending || Totals Row On/off || More. )
Select All Shift+F 7
Itwages are funded by externally sponsored agreement(s), by clicking SAVE | certify that | am either the Pl or other responsible official USING £ e oject Al ShifteF8
verification to confirm that the hours worked reasonably reflect the actual effort devoted to the project(s) funded by the spensored agreement(] Sort Ascending Cirl+F8
BUID: |U91891921 Mame: TRACY HOLLINGSWORTH Vac: | 66.56 | sick | Comp:| ©.00 | Pers: [ 16.80 | | SortDescending Ctri+F9
Data Entry Period 1212672011 - [p1701 .f2E\12: @ Wesk 5228 Totals Row On/Off F&
e :
Weekdays On/
[BL. [pers.s.. [Re.. [Re.. Jua. [ Jps . Juvfoc Juame [rotal_Juo ...—hj:_m Iro_ fru 1..;[Fr—o_n‘| ITD_ jwe .. |Fro_m rru_ e iy T
7@ 27366 48 8|08:00[16:00 8|08:00(16:00 3/08:00|16:00 Long Text Cirl+Shift+F2
72 27368 . e e e 8 Travel Expenses Cirl+Shift+F&
27368 otz ¢ Check Entries Cirl+F6
2008 Check Log CHri+F7
- Legend Shift+F &
| | Seftings Shift+F1
: | Reset!n!ﬂes g!rﬂ!!! 14
Insert Row Cirl+Fd

14. Select Target HoursT&E@EiHEEE from the list.
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Time Sheet: Data Entry View

| Time Sheet: Data Entry View
I Menu, 4] | Save |[ Back || Exit || Cancel | [ System] ||| Select All || Deselect All |[ Sort Ascending || Sort Descending || Totals Row On/Of |[ More...]

-
If wages are funded by externally sponsored agreement(s}, by clicking SAVE | certify that | am either the Pl or other responsible official using suitable means of
verification to confirm that the hours worked reasonably reflect the actual effort devoted to the projeciis) funded by the sponsored agreementis) during this pay period.
BUID: |U91891921 Mame: TRACY HOLLINGEWORTH Vac: | 66.56 | Sick: [366.80 Comp:| ©.88 Pers: 16.00 Position: [TECH SR BROA| WSR: [FB38
Data Entry Period 12/26/2811 |- |p1/81/2812 E Week 52_2011
Data Entry Area
@ |F‘ers.As... |Re... |Re.. lA.I'A... | \PS |L'~' |OC |Narne }Tolal [p.IO [From ITB ITU 1. |Frcm ITG I‘E |From I‘I’o ITH 1 ..|From I‘I’o |FR 1...|From I‘I’o f
| (27368 48 8/68:00/16:60 8/88:00/16:68 8/68:90/16:66 3/68:90/16: 86 5/08:06|16:0E
_E 27366 40 8 8 8 8 8
| | 27366 1612 BU Paid Holi 8 8
16 T 2?351 (5 Intersession 32 8 8 3 [
15— It
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 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.

e

Time Sheet: Data Entry View

Time Sheet: Data Entry View
[Menu) 4| | || [ save || Back |[ Exit || Cancel | | System] | | Select All || Deselect All || Sort Ascending || Sort Descending || Totals Row on/off || More... )
a
If wages are funded by externally sponsored agreementis), by clicking SAVE | certify that | am either the PI or other responsible official using suitable means of
verification to confirm that the hours worked reasonably reflect the actual effort devoted to the project(s) funded by the sponsored agreement(s) during this pay period
BUID: [U91881921 Mame: [TRACY HOLLINGSWORTH Vac: | 66.56 Sick: [306.00 | Comp:| ©.00 | Pers: | 16.00 Position:  [TECH SR BROA| WSR: [FB8
Data Entry Period 12/26/2011 |- |@1/01/2012 E Week 52.2011
Data Entry Area
@ |Pers.As... |Re... |Re... lMA.. | |PS..|LV \OC \Name |T0ta| |h10... |From I‘I’o ITU il |Fr0m I‘I’o ]WE \From rTo I'I'H1...|From |T0 |FR1..|From ITo [
_(_1)2?355 40 8|08:00|16:00 8|03:00|16:00 8|08:00|16: 00 8(08:00[16:00 §|08:00|116:06
_E 27366 40 8 8 8 8 8
| | 27388 1012 BU Paid Hali 8 8
| | |27368 20088 Intersession 32 8 3 2 3
| | [27388 1918 i1 17
17. As required, complete/review the following fields:
Field R/OIC Description
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Field R/O/C Description
TU Day / Year Required -
y q The number of hours worked on a specific day.
Example:
4
Time Sheet: Data Entry View
| Time Sheet: Data Entry View
I| menu) 4] [ || [save || Back |[ Exit || Cancel | [ system) | [ Select Nl || Deselect Al |[ Sort Ascending || Sort Descending || Totals Row on/off || Mare... /~—— 20
Ifwages are funded by externally sponsored agreement(s), by clicking SAVE | certify that | am either the PI or other responsible official using suitable means of -
verification to confirm that the hours worked reasonably reflect the actual effort devoted to the project(s) funded by the sponsered agreement(s) during this pay peried.
BUID: (U91591921 Marme: TRACY HOLLINGEWORTH Vac: | 66.56 | Sick [306.00 | Comp:| 0.00 | Pers: | 16.00 Paosition [TECH SR BROA| wsR: B8
Data Entry Period 12/26/20811 |- [P1/01/2812 Week 52.2011
Data Entry Area
Bl TPersas. Re. [Re.. WA [ [Ps .Jvloc Name [Total Mo .. [From [To  [Tu1.JFrom [To  [WE.. [From [Te  [TH1..JFrom [re R JFrom [ro [
_@2?355 40 8|08:00|16:00 8/08:00|16:00 8(08:00/16:00 8/08:00/16:00 8|08:00|16:06
| H|27366 1 s 3 3 3 3
| | 27366 1012 BU Paid Hali 8 8
| | |27368 2008 Intersession 32 8 8 8 8
19 27368 1 : 0 1
18. As required, complete/review the following fields:
Field R/O/C Description
\WE Day / Year Required e
y q 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.

F

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

Time Sheet: Data Enrry View
[Henu] 4] [ ||/ [ save |[ Back || Exit || Cancel | | System ] ||[ Select All || Deselect All || Sort A ding || SortD ding || Totals Row On/Off || More...
Select All Shift+F7
If wages are funded by externally sponsored agreement(s), by clicking SAVE | cerify that | am either the Pl or other responsible official using = Deselect All Shift+F8
verification to confirm that the hours worked reasonably reflect the actual effort devoted to the projeci(s) funded by the sponsored agreementi} Sort Ascending Ctrl+F8
BUID: 91831821 | Name: TRACY HOLLINGSWORTH Vac: | 66.56 | Sick [306.80 | Comp:| ©.80 | Pers: | 16.80 | | SortDescending Ctrl+F9
Data Entry Period [12/26/2011]- [p1s01/2612 Week 52.2611 Totals Row On/Off Fé
Dot Erby Arca Target Hours (I]n.-OfI’ F7
pers ss. [Re..[Re. Ja. | Jps Lvfoc i [rotal a0 Jrom Jfo U t.Jfrom Jfo e From 1o ]| ppmies nme b =
[ [Pers.As.. Re.. Re. - v ame MO ... [From [To ...[From ([To ... [From [To Detailed Time Data Clr+E2
__(DlETSEE 48 3/08:00/16:00 3/08:00[16:00 3/08:00(16:00 Long Text Ctrl+Shift+F2
| 1&erzes [ [ [ [ [ [ [ [ | 48 g 8 | 8 Il Travel Expenses Ctrl+Shift+F5
e | | net2) | B [BURSHOIGES) 8 ! | ! 21
ecs | | (2603) | Bl ((ISSSSSICHRIEEE) 8) 8) || Check Log Cirl+F7
27366 1016 81 QJ 4 3 Legend Shift+F 6
21. Select Check Entries EHEEREfES from the list to ensure no errors were found.
Time Sheet: Data Entry View
Time Sheet: Data Entry View
[menu) 4] | || [ save || Back || Exit |[ Cancel | | system] | [ Select All || Deselect All || Sort Ascending || Sort Descending || Totals Row 0n/off || More...)
a
If & Information at | am either the Pl or other responsible official using suitable means of
@ ioemars were taund Hto the project(s) funded by the sponsored agreement(s) during this pay period.
Bl k. [366.60 | Comp:| 9.60 | Pers: [16.60 | Posiion: [TECH SR BROA| WeR: [FBs
D| 2011
] m [To  [TUA..[From [To WE ... [From [To  [TH1..|From [To FR1...[From [To f
1001600 8|08:00/16: 08 808 00[16: 60 8|08:00|16:00 8|08:00(16: 0E
21 4
2 — 8 E g g
27366 1012 BU Paid Holi 3 8
27366 2008 Intersession 32 8 8 g g
27366 1016 01 4 3

22. Click the Continue button ##.

ﬁ The system displays the message, “Your data has been saved.”

N 8/10 Status:Final
Last Modified:7/3/2012 File Name:TimekeeperRecordTimelntersession(CAT2).udc © Boston University




BUworks Online Help

Work Instruction
24 Timekeeper - Record Time Worked During
Intersession (CAT2)

Time Sheet: Initial Screen

Time Sheet: Initial Screen

enu, 4| | Cancal | [ System ] | [ Enter Timas || Settings

23

Data Entry

Data Entry Profile MKWNDE1 TK Whkly, MREP & L2324 Staff

Key date [12/26/2811]

Personnel Selection

Ferson ID 91891921 Tracy Hollingsworth
Person ID Personn... [Personnel Assign Text Mame
91891921 27366 50012280 Active 00027366 Main

Tracy Hollingswarth_ =

[@ Yourdata has been saved

PTeR 320)fm [ ]

23. Click the Exit button | E%t .

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.
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