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Prerequisites and Roles RIS

* Prerequisites

UK_T100 IRIS Awareness & Navigation
HR_200 HR Overview

T : If you have not completed all of these
’%LR_E' prerequisite courses, please do so
S——| prior to taking this course.
| e—
S * Roles

This course is primarily intended for
users responsible for the recording
# e and reporting of working times and
 m——_—— !' , ] absences. It will also help

& supervisors understand the overall

process, especially the approval of
time.
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Course Content /!BLS.

* Time Management Introduction
* Unit 1 - CATS Time Entry

* Unit 2 - Time Approval

* Unit 3 - Time Transfer

Unit 4 - Cost Allocation

* Course Summary
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Course Learning Objectives /!__BLS

* Become familiar with the IRIS Time Management
processes and terminology

* Gain an understanding of and be able to execute the
three transactions involved in the time entry process

* Be able to understand and work through various system
messages
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Course Assessment %]RIS

* There are two parts to the Time Management assessment

which must be completed successfully prior to receiving
credit for this course.

* Part 1 - Check for Understanding: This is a series of
guestions which will be presented at the end of each unit.
To complete:

Click on the radio button next to your answer |(@ e eas
Click on the Next button

Repeat Steps 1 & 2 for each question

After answering all of the questions, cI|ck on the Submit All

or Submit All Answers button

Upon passing, click on the Finish button to continue to the
next unit in the course

HR_TM_310 TM: CATS Time Entry
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Course Assessment (continued) %IRIS

* Part 2 - Time Management Assessment: This is the
hands-on portion of the assessment which you will
perform in the Training Sandbox. Further information on
this part of the assessment will be given to you at the very
end of this course.
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Time Management
Introduction
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Time Management Curriculum =

* The Time Management curriculum consists of three
separate WBTs that must be completed in sequential order
prior to receiving full credit and access in IRIS.

@

TM: CATS | TM: Variants -

Time Entry & Reports
HR_TM_310 HR_TM_320
—~
e

\ ~ TM: Absence
A Quotas  /°§
N HR_TM_330
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IRIS-HR Time Management Module %]RIS

* The IRIS-HR Time Management module provides support
for all processes involved in the planning, recording, and
reporting of employee working times (attendances) and
absences.

* This module is integrated with the IRIS-HR Personnel
Administration module to obtain and validate information
on planned working hours and absence guotas (Vacation,
Temporary Disability Leave (TDL), Holiday, and Military
Leave balances) from an employee’s master data file.

* There is also integration with the IRIS-HR Payroll module.
Time entered, approved, and transferred is released to
the Payroll Department for processing.
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0
Time Entry Process %IRIS

* Whether you are entering new time data or making
changes to existing time data, you must always follow
these three steps in this exact order:

|E 'I 3 Enter the time - transaction CAT?2

)

Approve the time - transaction CATS_APPR_LITE

ak
ca:g Transfer the time - transaction ZCAT6
)
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Time Entry Process (continued by

* CATS (Cross-Application Time Sheet) is the SAP-
recommended, Time Management module in IRIS used for
entering and approving time data.

* This module is available 24x7. Time data can be
entered/changed and approved in CATS at any time, but
it’s especially important to enter the data for a pay period
by the deadlines listed on the Payroll Schedule.
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Time Entry Process (continued) ==

* After approval, the time data must then be transferred
from the CATS module to the appropriate infotypes in an
employee’s HR Master Data file in preparation for time
evaluation and payroll processing:

All absence data is transferred to Infotype 2001; and

All attendance data is transferred to Infotype 2002.

W@ Display HR Master Data
A

Borson 10 00003570 [3/ees Asnan | 00000378 5100530 0000087031 |{4¥ g
L) L i Empl % 108 00

EF mow A o Eer aina 1000 [Maln Campus

[ER R 63 Exsmpt Monthly Pers subarea 0001 RugFT

_ Inmsences 2008) o Cuwnok
|Aflendances (2002) | - Cramnd montn
__jAbsente Quolas (J006) From curtdaty Lastweek
_|Fmpioyes Remunerason info (1010) T Cumant Dt Last martn
|_|Oasta Compctions (2013) || Cureet Purioa Clererd Yt

__|Time Quata Compansaon 0416) A= "~ thooas,
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§
IRIS Biweekly/Monthly Payroll Schedule o
* Timekeepers should always have the current schedule
available for important date and pay period information!

http://www.uky.edu/EVPFA/Controller/payroll.htm

IRIS Biweekly Payrofl Schedule for Jul - Dec 2011
Timé Lead, Time Transter. and Time Evaluation WIS T be run EALH day
Tt et

Example

IR GstE s cor KenTo HR_TM_310 TM: CATS Time Entry

;
Payroll Schedule - Time Entry Deadlines T

* For Hourly/Biweekly employees:

Both attendance and absence time data is entered and
processed.

Time sheets should be collected and the data entered and
processed by 5:00 pm on the 2" Thursday of the pay period,
which is the date of the “Prelim” Payroll Run.

* For Salaried/Monthly employees:

Only absence time data is entered and processed. IRIS
automatically pays them 1/12t% of their annual salary each
month.

Any unpaid leave should be noted by either processing a PA
Action (for longer-term absences) or by using an “Unpaid
Leave” Absence Type Code (i.e. 7420).

Absence data should be entered by 5:00 pm on the date of
the “Prelim” Payroll Run.
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Payroll Locks ﬁé]R'S

* Payroll locks are used during both the biweekly and
monthly payroll processes, which allow Payroll/IRIS-HR
Team to either make corrections and/or run payroll.

* The locks are used during all three payroll runs:
Preliminary, Trial and Final.

* Since UK utilizes concurrent employment and regularly
has employees changing payroll areas (i.e. switching from
biweekly to monthly or vice versa), both payroll areas will
be locked simultaneously when payroll is being finalized.

This is to ensure that payroll is run through correctly and in
the correct sequence.

HR_TM_310 TM: CATS Time Entry 15

$
Payr0” Locks (Continued) %]Rls

* The lock down of both payroll areas prevents users from
transferring time (ZCAT6).

Time data may be entered and approved in CATS when the
locks are on, but it can not be transferred.

* For the Preliminary and Trial Payroll Runs, the payroll

locks are on between 5:00 pm and 7:00 am the following
day.

* For the Final payroll run, the payroll locks are on an
additional 24 hours.

For example, when the payroll locks are turned on at 5:00
pm the Monday following a biweekly pay period, they will
remain on until 7:00 am Wednesday. So, time data can not
be transferred at all the Tuesday following a biweekly pay
period.
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Time Evaluation SIRIS

* Time Evaluation is an automatic process run during the
payroll runs that:

Analyzes attendances/absences entered and processed and
compares that with the employee’s master data;

Reports any errors;
Calculates overtime; and
Maintains quota accruals and usage.

Bl

Employee Master Data Time Recording

Time

Evaluation

HR_TM_310 TM: CATS Time Entry

Introduction
Check for Understanding
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HR_TM_310 Introduction
Question 1 of4

3

2

1

© 4

O PROPERTIES
O On passing, ‘Finish' button:
J On failing, 'Finish' button
®  Allow user to leave quiz:

How many steps are involved in the CATS time entry process?

Goes to Next Slid| &7 Properties...

Goes to Previous Slide
After user has completed

@ Edit in Quizmaker

Unit 1

CATS Time Entry
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Time Entry Basics & Tips by s

* Time data entry and processing should be completed by
the “Prelim” dates listed on the appropriate Payroll
Schedule.

Changes/revisions can be made after these dates, but it is
best to have data in the system for all three of the payroll
runs.

* Time can be entered in increments as low as one one-
hundredth (0.01) of an hour if necessary; quarter of an
hour increments are ideal (0.25). For example:

15 minutes = 0.25
30 minutes = 0.50
45 minutes = 0.75
1 hour = 1.00

UK universiry oF kenTucky] HR_TM_310 TM: CATS Time Entry
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¢
Time Entry Basics & Tips (continued) P

* Each different Attendance/Absence Type’s data must be
entered on separate rows. For example:

The regular Hours Worked (1005) for an hourly employee
would be in one row; Any Vacation (7170) time taken would
be entered in a separate row; Any Temporary Disability
Leave (7180) time taken would be entered in yet another
row; Etc. For example:

Data Entry Period 0341372011 - 03/26¢2011 || B
Data Entry Area
LT ParsNo. |MName COAHAA . Total SU 0313 MO 03714 [TU 0315 WE 03716 TH 0317 |FR 0318 |SA
(D)[28601 Hastings G Ca.. a0 [c] 8 8 & & 8
26601 Hastings G Ca./UK00 1005 74 .50 6.50 8 g EEl 4
28601 Hastings G Ca.UK0o (7170 4 4
26601 Hastings G Ca.JUKDO (7180 1.50 1.50
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Time Entry Basics & Tips (continued) %IRIS

* Use the Tab and Shift+Tab keys to move left/right from
column to column and the Up/Down Arrow keys to move
from row to row.

* Press Enter after entering new data or making changes
but before saving.

This recalculates the hours in the Total column and helps
you verify that the data entered matches the
timesheet/Absence Record form.

* Always double-check your data entry and the total(s) in
the Total column before saving!

HR_TM_310 TM: CATS Time Entry
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§
Attendance/Absence Types AélRIS
* Attendance/Absence Types are used to associate the type
of compensation with the hours entered.

* The types listed are specific for each employee, based on
their Organizational Assignment master data.

* 1xxx = Attendance Types

* 3xxx = Shift Differential/On Call Types

* 7xxx = Absence Types (Vacation, TDL, Holiday, Etc.)
* Some examples:

1005 = Regular Hours Worked (hourly/biweekly employees)
3311 = Diff Evening Shift

7170 = Vacation

7180 = Full Sal Sick (TDL) - Employee
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Attendance/Absence Types (continued) %IRIS

* In order to use the Possible Entries icon in the A/A Type
column to display the list of Attendance/Absence Types
available for an employee, always be sure to enter the
employee’s Personnel Number (Pers.No.) and then press
Enter so the name appears in the Name column:

Data Eniry Area

|l [Pers o, [Wame Coarlaa.. Total
(528681 Hastings G Ca.l o
28601 Hastings 5 0a Jl—tp ([2))

* Otherwise, you may receive the following Information
pop-up window:

o Mo data exists for infotype 0001

HR_TM_310 TM: CATS Time Entry
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;
Absence Types for Faculty Vacation Leave kélRIS

* For faculty, only Vacation leave is entered and processed
in IRIS.

* Absence Types used to record faculty Vacation leave:
7172 - Vacation - 12 mo. Faculty
7174 - Vacation - 10/11 mo. Faculty
7178 - Vacation - Faculty in Administrative Position

Note: Using 7170 will produce an Error message!
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‘
Absence Types for Family Medical Leave éélRIS

* Staff and faculty members’ leave accruals shall be used
concurrently with FMLA.

* Accrued balances of TDL and Vacation leave, as applicable,
shall be used prior to an employee being placed on FMLA
without pay. For example:

7415 - FMLA TDL EMP (or FAM-7425) W/PAY - Use 15t
7417 - FMLA VACATION W/PAY - Use 2

7416 - FMLA TDL EMP (or FAM-7426) WO/PAY - Use after all
TDL and Vacation leave accruals are extinguished.

* Refer to Human Resources Policy and Procedure Number
88.0: Family and Medical Leave for more information:

http://www.uky.edu/HR/policies/hrpp088.html

HR_TM_310 TM: CATS Time Entry
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4
Attendances/Absences ﬁélRIS

* Some attendances/absences influence pay:

Hours worked in excess of 40 hours per week = overtime
Shift differential = additional pay
Unpaid leave = no pay
* Some absences influence leave (quota) balances in IRIS:
Vacation
Temporary Disability Leave (TDL)
Holiday
Military Leave (Training)
* Other absences are only for statistical purposes:
Jury Duty
Funeral Leave
Etc.
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IRIS Daily Time Record (Timesheet) %]RIS

* Time entered in CATS for hourly/biweekly employees must
match the employee’s IRIS Daily Time Record.

* Payroll has three approved versions on the UK Forms site:
http://www.uky.edu/IRIS/HR/hr_forms.html

Timesheet - Hospital

Timesheet - Campus
Timesheet - Campus (without Cost Allocation)
* Other versions must be approved by Payroll prior to use!

* This form may be completed “on-line” (Excel format); The
weekly/grand totals will automatically be calculated as the
time is entered.

* A list of the frequently used Attendance/Absence Types
are listed at the bottom for easy reference.
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. .. §
Time Sheet: Initial Screen ﬁélRIS
* The transaction code for time entry is CAT2.

. . Time Sheet: Initial Screen
* The first time you access CAT2 after 2@

logging in and opening your IRIS session, fe=e= =
the Time Sheet: Initial Screen will look

Personned Selection

||ke this: Paszannel Numbes €
Time Sheal: Initial Screen
RRAVE
* For all other times e R 12T MM oMt e
in the same session, it will || &
look like this: i
(|
|
|
& o s

30
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Time Sheet: Initial Screen/Data Entry Profile %]RIS
* Each day in a pay period is a separate column on the 7ime
Sheet: Data Entry View screen.

* The Data Entry Profile field determines the layout or the
number of days/columns on that screen.

Data Entry

Click on the Possible Entries icon [ e e

Double-click on the appropriate profile, then press Enter

FY

Prof. Text

BIWEEKCA |UK Bi-Weekly Time with Cost Allocation Displays two weeks
BIMEEKLY UK Biweekly Time __}

MOMTHGA UK Manthly Time with Cast Allocation —= Displays an entire month
MOMTHLY UK Monthly Tirme —

PMDAYCA  Facilities Daily Time with Cost Allocation =

PMDAYCAZ Facilities Single Daily Time with Cost Allocation These 5 are used onIy by
PMTET2 LK Bi-Weekly Time with Cost Allacation == Physical Plant and are not
PMWEEKCT Facilities Bi-Weekly Time without times discussed in this course.

PMWEEKCA Facilities Bi-Weekly Time with Cost Allocation

UK universiry oF kenTucky] HR_TM_310 TM: CATS Time Entry
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4
Time Sheet: Initial Screen/Key Date AélRIS

* The Key date field must indicate the start date of the pay
period (Begin date listed on the Payroll Schedule).

Data Entry
Data Entry Profile BIWEEKLY Uk Biweekly Time
Key date uam:zwl

* This will be the first date of the Data Entry Period as well as
the first date column in the Data Entry Area.

Data Entry Period @13/2@- 0372672011 =]
Data Entry Area

|ELT [Pers o, [wame COArAA... Total sU 0213 (Mo 03714 1]

(5128601 Hastings G Ca.. 80 [} 8

=)
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Time Entry %’RB

1. Enter transaction CAT?2

Time Sheet: Initial Screen

2. Click on the Possible Entries R EE

icon in the Data Entry Profile

) | Data Entry
fl e I d | Data Entry Profile | ‘@
: : Prof. “[rext
3' DOUble_CIICk on the approprlate BIWEEKCA LK Bi-weekly Time with Cost Allocation
H BIMEEKLY ‘UK Bivreekly Time
p rOfI I e MONTHCA UK Monthly Time with Cost Allocation

. . MONTHLY LK Monthly Time
Note: The UK Biweekly Time PMDAYCA  Facilies Daily Tims wilh Cosl Allocalion
PMDAYCAZ Facilities Single Daily Time with Cost Allocation

prOflle Wlll be USEd as the maln PMTST3 UK Bi-¥Weekly Time with Cost Allocation

PMWEEKC1 Facilities Bi-weekly Time without times

exam ple I n th I S CO u rse - PMWEEKCA Facilities Bi-weekly Time with Cost Allocation

The UK Bi-Weekly/Monthly
profiles “with Cost Allocation”

4. Press the Enter key will be covered in Unit 4 of this
course.
HR_TM_310 TM: CATS Time Entry 33
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Time Entry (Continued) ;é“gjs
5. Enter the start date of the Time Sheet: initial Screen
pay period in the Key date /B2
fleld Data Entry
) Data Entry Profile BIWEEKLY UK Biweekly Tirme
For the Biweekly profiles, e B sz s)
the Key date |S aIWayS a Personnel Selection /
Sunday Personn.. |Name I Per.. |Su.. E|E..|Org.
For the Monthly profiles, ,"
the Key date is always the I’
first day of the month /
/
.’I
6. Click on the Personnel If
Selection button to select - L‘{
the employee
WK oviveasioy or kexTucky) HR_TM_310 TM: CATS Time Entry 34
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Time Ent 'Y (Continued)

7. Enter the employee’s
Personnel Numberin  |[®f

Personnel Number Selection for Fast Data Entry
J=(

Fu& selections ” o Gearch helps || o Sortorder

the Selection section,

Period

or use the POSSIble iEI'Tuuay (EDCurremmunlh O Current year
Entries icon to search oot e

by Last name/First s

name if unknown

S

Selection

~
IF‘erannnel MNumber 28501@'

8. Click on the Execute

Emplayment status

=
Tirme recording administratar

v

icon in the
Application Toolbar

0 | POCenorindest | PeesoeediD b ), [2)0)02)

=1 canneli
== Haztings

B 0N VE ST OF RENTUCKY HR_TM_310 TM: CATS Time Entry 35
. §
Time Entry (Continued) /”g‘l"s
9. Click on the gray select box Time Sheet: Initial Screen
to the left of the Personnel ["Raaw
Number column to highlight a Eny -
y Oata Entry Profile BIWEEKLY UK Biweekly Time
the employee S row ey date 03113/2011
PErsonnel Selection
10.Click on the Enter Times % Name ___[per [5u_EJE Jorun
. . . 2601;  Hastings G Cannali 1000 BRat A |05 2e000
icon (pencil) in the B
Application Toolbar to open
the 7ime Sheet: Data Entry
View screen
Time Sheat: Data Entry Wew
HpavEen QBp4sE Dd #eBRGE OO
] uafvarzent = oaeasirent (5|
E:.Y.!;::;:mmm |GOALMA, Tatal (B4 G313 MO 014 [TV 0315 WE 0316 [TH 03T FR 0318 [BA 0318 |54 0360 MO 03G1 TV 03G7 WE 0333 [TH 0324 [FR ﬂy!ﬁu
_I{T‘J_zuam Hastngs 0 Ga.{ [T u [] [ [] u [ | u u [l [l 1) =
1 I }
3 .
36
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Data Entry Period %IRIS

* The Data Entry Period is the start and end dates of the pay
period, based on the Key Date entered on the 7ime Sheet:
Initial Screen.

Time Sheel: Data Entry View
EERaFEon| @ZF4an EHE B

Data Entry Period 03/13/2011 - 03!254‘2011‘ H ’
S—

* The Previous Screen and Next Screen icons on the right
allow you to scroll up to two pay periods before or two
pay periods after the original pay period displayed upon
first entering this screen.

You can access dates outside this five pay period range, but
not from this screen. You would need to close this screen
and revise the Key Date on the 7ime Sheet: Initial Screen.

UK universiry oF kenTucky] HR_TM_310 TM: CATS Time Entry

37

0
Time Sheet Views ﬁélRIS

* The time sheet defaults to the Data entry view and should
remain as such at all times.

The current view is the one that is grayed-out.

I Data entry view I@ Release view H& Wariahle view | Entry 1 0f 2

* If Release view is selected, the entire Data Entry Area will
become gray, and no time data can be entered/changed.

Data Entry Area
LT Pers.Mo. [Name COAr|AA... |Total SU 06/21 MO 06/22 TU 06/23 |WE 06/24 |TH 06/25 FR 06/26 |SA
(B |28801 Hastings G Ca 80 0 8 8| 8| 8 8
28601 Hastings G Ca.JUKBR 1005 :12) 8| 8| 8| 8| 8|
e
o
o

* Do not use the Variable view option.

l]KuNl\-’msIT\- OF KENTUCKY] HR_TM_310 TM: CATS Time Entry

38

HR_TM_310 TM: CATS Time Entry - LSO V2

19



Time Entry (continued) o=
11.Enter the time data

Time Sheet: Data Entry View
ERAYZEOR EF+eH O BaREBEOL 94

Dt Eniry Period w33t = exrasezont | G

Data Eriy wrea

ﬂﬁu Perao_bame [Coadnn. [Tl [ 033 o Gan4 [Tu_0ans [l gans (i ani [FR 036 [ia Gnd6U 0320 (WO 0a@ [Tu 0332 ol 0wz [T vz [ik_owas B

_|®esm Hasange o ca i il ) § 8 El 8 a o) Ll ] 8 L =
o o o . - r - o 5

= =4

[

001 goHigeange & Gy kDD (1005

The three things to enter on each line needed in the

Data Entry Area are:

1. The employee’s Personnel Number (Pers.No.)
(Press Enter afterwards!)

. The A/A Type (1005, 7170, 7180, etc.)

. The correct number of hours on the correct days

|B veistin e | eyt af3
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RIS
==

Time E ntry (Continued)

* An optional method of entering the 1005 Attendance Type
time data for hourly employees only is to click on the
Target Hours icon in the Application Toolbar, and then
click on the Yes button in the Target Hours pop-up
window. The system will automatically enter the data
scenario seen in the gray Target Hours Row along with the

1005 Attendance Type. T —— |
ez hirw POl e il 1o inged.
e gata endry seckan.
Target
Entry View @ Shouh a e b v
Hours L azscn Da(EREans 99 o0 P g b
Row PN, e e B | WTTVN ST ERCTT

LT [Pers ho. [Hame cw.:luuu;w (N3 W0 0an4 [TU 0315 [WE 0316 (T4 GANZ_[FR O3B [SA 0319 (50 030 [MO_UN2) (T U422 WWE 04zd |TH 034 JFR 0dizs [ osab)|
Ci i i i |

@I Hasngsocal | S | | i | u | Y o | . | Li L
un01 Hantngs & Ca I]"G s " v L L L L L L L ¥ ?'

* In the example above, if Hastings has recorded a straight
80 hours of regular Hours Worked (1005) on his
timesheet, then you would click on the Save icon in the
Standard Toolbar and be finished!

K UNIVERSITY OF KENTUCKY] HR_TM_310 TM: CATS Time Entry
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(0
Time Entry (Continued) /llgl.s

* However, if Hastings’ timesheet included some leave time,
then you would make the necessary changes, update the
1005 row accordingly, then click on the Save icon|H | to
save the time data.

Time Sheet: Data Entry View

Always be sure
Totals |E&=Eem @@ #an|EHE &5 E D v

to update the
row Entry Period ﬂ\ah&Qmw - B3726/2811 = 1005 row!!
réala EniryArea \ o

\LT [Pers.tio. [Name COArAm NTptal SU 0313 [MO 0314 [TU 03115 Ty B
:%28591 Hastings G Ca TN, 0 a & 8| 8 8 &
286081  Hastings G Ca (=0 a F] 4 8 8 \@7
28601  Hastings G Ca UKEO 1005 73.50 [ 5.50 E E 4|
28681  Hastings G Ca KGO [7188 2.50 2.50
2a6e Hastings G Ca.UKOO 7170 4 4

* Click on the Totals Row icon in the Application Toolbar to
see the grand total of hours you have entered.

The data in the Target Hours Row will never change.

UK universiry oF kenTucky]
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g
Target Hours Row IRIS

* The time data found in the gray Target Hours Row comes
from the Work Schedule Rule field in the Planned Working
Time infotype in an employee’s HR Master Data file.

Dustn By Ares
SlAT |Pars Mo Haen Qs HE) F} Mo D '] Lo a0 PR Qo Sa 04 (g e o g i F] i i '] ] A'F ]
_pEDEE60 Hastngs O Ga.| V. Ll B 8 A Ll 8 Ll [ 8 L El B 8
| end mmgcocnjlkmy n [ ) [ C [ A G [ Cl [ [
i 1
T t \);//ﬁ Display HR Master Data |
arg € Gl Display Flanned Working Time (007)
HOU rs Parsen 0 10028705 [P £0y [ work shodule
Mama Hattings B Cammall gl = e = 7
Row T oo b Piriaes 10eo Pareonin | 10026705 Pors dason | 00020501 51000303 00078601 3 || o
W msgrp O Mon-fueretal. Pact wimets G001 [ Name Hastings & Cannoli Empl % 10000
B group b R Perg arey 1008 Muin Campus.
o ABenetes | Uk Ongantzatonsl Dsts L T Dita | BE subgrous 1% HoreExsrpt 4D Pers. subunes HEGY Reg T
St @1/01/2006 | To 1273175 | Thg) 62/11/7006 NISSY
- | Wor pemeaule rUls
Tatances (2001) Wirk S e FHE B i 40 hiw M-F I
| imnedances 007 " e Mgme stats T z ]
__IAbsance Quatas {7008 Foam cun | Working weak 01 Wiorking Week Sundsy - Saturday -]
|_|Empiavea Ramusarason infs G210 To Cunyemi ] e
|__|ousta Comeenons xta 3y Coarmant Par
| A
[ve Gucks Compansaton (34100 Al B i
- Empioymont pertent 180,00
| Eernct sesactan Dy working hours o0
Inatpe Pianned Warking Time (0067} | BTy P —— -
Monthily werking hrs LEER-E]
ANl vk hours 689 08
\inakdy workays 5.00
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Work Schedule Rules .‘,!BJ--_S-

* Some examples:

FITC = 8 h/d - 40 h/w - M-F } Fixed Work
FI2C = 7.5 h/d - 37.5 h/w - M-F Schedule Rules

FL1IC =8 h/d-40 h/w-S-S
FL2C = 7.5 h/d - 37.5 h/w - S-S

Flexible Work

FL3C =10 h/d - 40 h/w - S-S Schedule Rules

FL4C =12 h/d - 40 h/w - S-S
FL6C = 24X7 flex

HR_TM_310 TM: CATS Time Entry
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4
Work Schedule Rules (continued s

* For hourly employees, any number of hours worked (1005)
can be entered on any day regardless the rule.

* A (yellow) Warning message will appear (after clicking on
the Save icon) if the number of hours entered on any one
day exceeds the number of hours per day listed in the
rule.

Press Enter to acknowledge/clear the Warning message(s).

e
|su_nangfuo oans [T s e sms
L] B

8

Date Status| Type Etror Message \
0342011 jong W [Mumber of hours recorded 10.00 exceeds target hours 8.00
0314201 oo |WW  |Mumber of hours recorded 10.00 exceeds target hours 2.00

* No message will appear if the number of hours entered is
less than what is in the rule.

K UNIVERSITY OF KENTUCKY] HR_TM_310 TM: CATS Time Entry
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Work Schedule Rules (continuea %!RIS

* Three (yellow) Warning messages will appear (after
pressing Enter) if the attendance hours are entered on a
day not listed in the rule.

Press Enter three times to acknowledge/clear the Warning

message(s).
Data Entry Period 03/13/2011 - 03/26/2011 B
Data Entry Area
|BiLr [Pers.tio._[name coaran.. [Total el 03nz Yo o3,
(528601 Hastings G Ca.. 8
28601  Hastings G ca_UKOO [1085 4/
7

J

|® Attendancefabsence 03M 32011 - 031 22011 during non-working period (attrabstype 1005) |

|(D First day 03132011 of attendancelabsence is a day off (att fabsence type 1005) |

|® Last day 031312011 of attendancelabsence is a day off (att fabsence type 1005) |

UK ovivessiny o KeNTUCKY]
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0
Work Schedule Rules (continuea %IRIS

* For both hourly and salaried employees, the number of
absence hours entered can not exceed the number of
hours per day in the rule nor can they be entered on a day
not noted in the rule.

For example, if an employee’s Work Schedule Rule is “8 h/d -
40 h/w - M-F”, no more than eight hours of absence time
can be entered on any day Monday through Friday!

To enter more than eight hours per day and/or on a Saturday
or Sunday, the Work Schedule Rule would need to be

changed to one of the Flexible Work Schedule Rules which
could handle the higher number or the weekend days.

= This change is made by the department’s HR personnel
responsible for processing PA Actions (PA40) using the “FTE
Change” Action Type.

= The change can be for a short period of time or indefinitely.
= Be sure the change is made before attempting to enter the time!

K UNIVERSITY OF KENTUCKY]
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Overtime %““5

* An hourly employee’s total number of hours worked are
entered in the regular Hours Worked row (Attendance
Type 1005), and anything over 40 hours per week will
apply toward overtime calculations.

* IRIS automatically calculates the overtime per week (based
on federal and state requirements using averages
weighted rate algorithm), and the employee will be paid
accordingly.

* Any “non-working” hours, such as Vacation, TDL, Holiday,
etc., do not factor into overtime calculations...only actual
hours worked.

HR_TM_310 TM: CATS Time Entry 47

;
University Differential Pay Rates kélRIS

* The approved differential pay rates for the Universify are
maintained in a table in IRIS. For example:

3311 - Diff Evening Shift $0.75
3312 - Diff Night Shift $1.25
3331 - Call Pay $0.63

* Enter the number of hours along with the appropriate
Attendance Type (3xxX).

* Regular Hours Worked (1005) must be entered also!

Example: Enter as follows if an employee works an 8-hour
shift and four of those hours should be paid with the Evening
Shift Differential pay.

LT Pers.Mo. |Marme COAr|AA... [Total MO 05114 [TU 0515 |WE 0516 [TH 0517 |FR 05118 |9
(51245 Jonsey T. Smith 80 8 8 8 g g
245 donsey T. Smith|UKBE (1005 a0 g g 3 g g
245 donsey T. Smith|UKEE (3311 40 4 4 1 4 4
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(
Call Pay on a Holiday %““5
* Call Pay can be entered for an employee who is on a
holiday, if and only if the holiday hours do not constitute a
“full day” of leave.

Once a day is indicated as a “full day” of leave, no other
hours of any type can be entered on that day.

* If you expect an employee to be on call over a holiday,
change their Work Schedule Rule to a flexible rule with
greater hours per day than their normal day. This will
keep IRIS from setting the hours as a “full day”.

Make this change before entering the time or IRIS will alter
the number of hours you have entered on dates after the
effective date of the work schedule change.

* This “trick” is true for all kinds of leave, not just holiday!

MR GsiE s vor KenTuoKY) HR_TM_310 TM: CATS Time Entry 49

;
Salaried Employees Time Entry %IRIS

* Instead of the Target Hours Row, the Totals Row is the
default row displayed at the top of the screen for
salaried employees using the Monthly Data Entry Profile.

* The time entry process is the same though for entering
their absences:

Enter the employee’s Personnel Number and press Enter
Enter the appropriate Absence Type code

Enter the hours on the appropriate date(s)

Click on the Save icon

Time Sheet: Data Entry View
BEResson @z e eﬁ This TotE}II is from (tihe abhs_ence hours
Data Entry Period 12001 /2005 - 1243112005 L manually entered on this screen.

Data Entry Area
[EiLT Pers.No. [Name cO..[wA.. [ Total TH 1277 702 |sA 12/03 [5U 12004 MO 1205 [TU 1206 (WE 12007 [TH 12108 FR 12/09 [sA
| [B2ee [Chauney Adams 0 [ o 9 5 B E g

240

Chauncy Adams JUKBB 7178 \ 8 F ] 8 3|
== T

&|&
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Insufficient Quota Message %IRIS

* This (red) Error message is received (after clicking on the
Save icon) when an employee does not have enough leave
quota available for the hours entered.

Take note of the employee, Date, and the Absence Type!

Display M

Date ISIatus Type|Eror Message R
UTIE?;’ZUUQKD Not enough quota 01 for attendance/absencg 7170 §n 07/27/2009 for person
anQEfQﬂﬂQkD Mot enough quota 01 for atendance/absencg 7170 §n 07/28/2009 for person
07/29/2009 Mot enough quota 01 for attendance/absencg 7170 §n 07/29/2009 for person
UTISUA’ZUUQE Not enough quota 01 for attendance/absencg 7170 §n 07/30/2009 for person
an31f2009k)0 Not enough quota 01 for attendance/absencg 7170 gn 07/31/2008 for person

m|m|m[m[m

* The necessary adjustments must be made before the
system will save any of the data that has been entered.

* If you’re unable to immediately resolve the issue(s) but
want to save all the other time data you have entered,
delete the data referenced in the message(s), then click on
the Save icon.

UK universiry oF kenTucky] HR_TM_310 TM: CATS Time Entry
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4
Insufficient Quota Message (continued) %IRIS

* This message is also received if a brand new, UK employee
has not completed their “new hire” orientation (probation)
period and Vacation time is entered, even though Vacation
quota is accrued during this period.

TDL and Holiday quota are also accrued during this period
for eligible employees and can be entered.

K UNIVERSITY OF KENTUCKY] HR_TM_310 TM: CATS Time Entry
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Holiday Leave Time Entry %!RIS

* Holiday leave is entered using various Absence Types for
each holiday on the date in which Holiday quota is used,
whether it’s on the actual holiday or not, for both hourly
and salaried employees.

* Examples of the July 4th (2011) Holiday leave taken on the
official holiday:

Data EntryArea
EL‘F'PEIS Mo, Mame ‘CDNNA Total SU 07/03 MO 0704 |TU 07/05 WWE 0706 |TH 0707 FR 07/08 |SA
° Hourly — (D[RBE01  Hastings G Ca.| an ] o a fi fi 8
28601 |Hastings G Ca |UK0E [1 605 72 8 g g |
28601 |Hastings G Ca.JUKAE [F151 8 8]
1 1

Data Entry Area
. Pers No. |Mame COArAA. . Tatal FR 07i01 |5A 07/02 |SU 0703 |MO 0704 |TU
° SalarIEd = 256 hn P Landro E] [ [ i El
356 ohn P Landro .UKEB (7151 & BI

HR_TM_310 TM: CATS Time Entry 53
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Holiday Leave Time Entry (continued %IRIS

* If an hourly employee works on a holiday, that time is
entered with Attendance Type 1005.

* If a salaried employee works on a holiday, nothing is
entered on that day. The employee is automatically paid
for that day, as if it were any other work day.

* Then, the non-holiday day(s) in which an hourly/salaried
employee uses the Holiday quota is entered with the
appropriate Absence Type and number of hours. For
example, employee works on July 4th and uses the time on
JUIy 8th: Data EntryArea

LT Pers.No. |Mame COArAA . Total SU 07/m03 (MO 07/m4 TU 0705 WE 0708 TH 0F/07 |FR O7/08 |SA
(D[28681  |Hastings G Ca 20 [} 8 3 8 3 [
IR T o s ucKe HR_TM_310 TM: CATS Time Entry 54
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Time Entry Changes %IRIS

* Making changes to time data previously entered and
processed may be made for a pay period at any time, even
after the “Final” payroll process has finished.

* IRIS will automatically adjust any pay/quota-related issues
caused by the changes. However, the changes won’t be
reflected on the employee’s paystub until the next pay
period.

* ALL time data changes must also be
approved and transferred!

HR_TM_310 TM: CATS Time Entry
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;
Future Absence Time Entry (Optional!) ﬁélRIS

* Entering and processing time data for future pay
periods is possible and may be done for both hourly
and salaried employees. However, this should be done
only for future absence time data...NOT attendance
time data for hourly employees!

* This does affect leave balances immediately for
Vacation, Temporary Disability, Holiday, and Military
Training Leave!

All other types of leave (Funeral, Jury, etc.) are recorded
for statistical purposes only. The amount of time an
employee takes for these is monitored by the department
in accordance with HR Policy and Procedure.

* Again, this is optional!!

l]KuNl\-’msIT\- OF KENTUCKY] HR_TM_310 TM: CATS Time Entry
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Unit 1
Check for Understanding

UK universiry oF kenTucky] HR_TM_310 TM: CATS Time Entry
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HR_TM_310 Unit 1

Question 1 of 6 »

Regardless of an employee's Work Schedule Rule, any number of hours of absence
time data can be entered on any one day.

© True

O False

PROPERTIES =
On passing, 'Finish' button: Goes to Next Slid &+ Properties... @ Edit in Quizmaker
On failing, 'Finish' button Goes to Previous Slide

Allow user to leave quiz: After user has completed

HR_TM_310 TM: CATS Time Entry - LSO V2
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Unit 2 HIRIS

Time Approval

HR_TM_310 TM: CATS Time Entry
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0
Time Approval Overview %IRIS

* All time data entered in CATS must be approved on-line.
Employees will not be paid for any time that has not been
approved.

* |deally, the approval should be performed by someone
other than the timekeeper, however the ability to approve
time is part of the timekeeper’s access.

* If any changes to previously approved time data are made
(using CAT?2), those changes must also be approved.

HR_TM_310 TM: CATS Time Entry
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Reporting Period P

* The Reporting Period defines the timeframe in which the
system searches for data.
Current Year - current calendar year (default value)
All - since March 2006 to 12/31/9999

Current Payroll Period - Enter the Payroll Area (B1 for
Biweekly or M1 for Monthly) and press Enter:

Payroll Period

Period 1 Current Payroll Period &
Payroll Area B1 11/08/2089 - 11/21/2869
Period 24 2009

Other Payroll Period - Enter the Payroll Area, Period (pay
period number and calendar year) and press Enter:

Payroll Period

Period 2 Other Payroll Period =]
Payroll Area B1  B6/07/2009 - 06/20/2009
Period 13 20808

Other Period - any date range; enter start/end dates and
press Enter: [Feis

Reporting Period | Other Period & 07/01/2009 - @9/15/2009

UK universiry oF kenTucky] R_TM_310 TM. CATS Time Entry
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0
Processing Status 7

* Time data is automatically “stamped” with a Processing
status as different actions are performed in the system.

* The ones currently used are:

20 - Time entered/saved in CAT2 and ready to be approved

30 - Time approved

50 - Previously approved time, but later changed in CAT2

60 - Time cancelled due to approved changes
Numbers on 15t screen Icons on 2nd screen
Processing stat... Short Descript. | | ——

&. Data has bean released for approval

Released for approval

& - Data has been approved

Approved

ol
50 Changed after EI[JDTCI\I'E” . Data was changed after approval
60 Cancelled ¥ . Data has been reversed
K UNIVERSITY OF KENTUCKY] HR_TM_310 TM: CATS Time Entry
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Time Approval %’RB
1. Enter transaction Approve Working Times

CATS APPR LITE @ JE[ < Orgstructure | <& Search Help
2' Ensure the deSIred Flzl:pdnmngPermd Y Current Year B I

Reportlng PerIOd Is Selection Criteria

Selected - Current Yea.r |S IPersnnnelmher 28601 I

sufficient unless the pay R

period spans multiple oustCengor

In this example when

calendar years. Then
executed, the system will

change to All or a ‘
ifi I iod display all unapproved
Specitic payroll period. | time (Processing status

3. Enter the employee’s wuny OF 20) for 28601 for the

Personnel Number stk current calendar year.
Aft fAbsel
4. Ensure 20 is in the ”[’)":flf;“u‘]:wm o
Processing Status field Iwumhermmn | o
i i Processing status 20 to
5. Click on the Execute icon | stres &
R Fetxpor Kok HR_TM_310 TM: CATS Time Entry 63
. §
Time Approval (continued) }é!RIS

6. Review the employee’s data for accuracy - Primarily the
Dates, Number (of hours), and the A/A Type

7. Select all rows by clicking anywhere on the first row (to
highlight), then press the Ctrl + A keys on your
keyboard

8. Click on the green Approve icon
/

Apme
S [2|Blelslal a9 (0n ¥l B a[ss] s[ae]=x] ) 8]
Enypl thppl Mame |~ Pars Noj [Dalir Sfabury M [AdATyR o [T | Exvuatod by nge [Time
Fasbngs & Cannoll] 20601 0252011 | & | B (1085 paimaiEe T |
V== o | o 6250 :H_:lﬁﬁs_ DADAZITT 144527 iKREMiI:HEI}lrUEﬂUH e !Tmi—.mr:wl
A | t7a0 |4 (7180 pamanit (100141 |KREM
03237011 iy & H (1008 4MARIT (144527 | H H
s | o | ¢ i bavasn essr 1he yellow triangle in the
[EFZTIN Y B [H (7170 QADSEZ0T [1000:41 i i
nztazl | oo B H (1005 [amdrzotn [144537 | Status COIUmnEI indicates
(IR 6 H 1005 pandizont (144527 this time has not yet been
[EICZTI Y B [H (1005 [AD40T1 144527
(ECECITTN 10 4 (1005 pamazott [144527 [k apprOVed_
[ETTET0 S 10 [H (1005 |p4pdizon)  |1445:27
[EIEZTINN Y A|H 1005 [AAEZ0TT (154547 |KREAGER DAAZ011 154547 |KREAGER
I 7860 W : : : :
I 0 H
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Time Approval (continued) %!RIS

* After clicking on the Approve icon, notice the icon in the
Status column changes to the “Approved” icon (Processing
status 30) EmplJappl Name -~ Pers Mo |Date ~ Status [sNumb... MU AATyRe

|Hastings G Cannal 286071 0372602011 a 1005
037242011 | 4 6.250 1005
1.740 7180
1005

&
&
&
037232011 | 4
03222011 | &
032172011 | 4
03182011 | £
&

&

&

&

&

2l

031752011
031162011
0311462011
0311412011
031312011

IIIIIIIIIII‘I
=
=
=

o, 28601

@ @
& &
T =

&

* Once you see this change, you can back out of the
transaction completely. Notice the Save icon in the
Standard Toolbar is grayed out. The system has already
“saved” this time data as approved. This message should
appear in the Status Bar also: [&@wontmes ey fgures were approves |

UK universiry oF kenTucky] HR_TM_310 TM: CATS Time Entry 65

. . \
Approving Time Changes %IRIS

* If any previously approved time data is changed for an
employee in CATZ2, the change(s) must also be approved.

In this example, eight hours of regular Hours Worked (1005)
were initially entered, approved and transferred for Hastings
for 03/22/2011. He later submitted a revised timesheet with
four hours of Vacation leave and four hours of work time for
that day. The change was made in CAT2. When the approval
transaction was executed, only the changes that need
approved were displayed:

Approve Working Times

FEER R AE R EREIRE R RERIERERIER B ERIIE R
Empligppl.ame “|* Pers.Mo.|Date Status| FI5 = Nurmber MU AAType|Created on Time Created by Lastchange | Time By LastFirst Name
Hastings G Cannoli| 28601 |037222011 iy 4 [H (7170 (04052011  |14:01:39 |KREAGER 04052011 [14:01:39 | KREAGER [CANNOLI HASTINGS
iy @ 4 |H 1006 |04/062011 |14:01:38 |KREAGER 04052011 |14:01:38  |KREAGER
4% 28601 L] 8 H
I, 8 H

* Follow the normal steps of highlighting the rows and
clicking on the Approve icon to approve the change(s).

K UNIVERSITY OF KENTUCKY] HR_TM_310 TM: CATS Time Entry 66

HR_TM_310 TM: CATS Time Entry - LSO V2

33



Displaying Approved Time Dy

* Once time data has been approved, it is no longer at the
Processing status of 20.

* Thus, to display time data that has already been approved:

Change the Reporting Approve Working Times
Period to a shorter time 1 L L T T
. . Fayrod Penaga
period, instead of Current Parod 2GiverPapat perca !
Year Pavrod Area B B3N - B3I
Ponod 7 2011
Enter the employee’s S wo (3
Personnel Number e o
CoE Cantar =
Enter a range of 20 to 60 e —
in the Processing status = probm
fields i :
Click on the Execute icon ot i
ALIADEENCE WDE 1
::::-:ﬁ:msaauu :
[rvmrso )
Shon Teat 10
B 0N VE ST OF RENTUCKY HR_TM_310 TM: CATS Time Entry 67
RKIRIS
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Time Transfer

HR_TM_310 Unit 2
Question 1 of 4 =
All time data entered and saved for an employee in CAT2 must be approved on-line
or the employee will not be paid.
© True
O False
®  PROPERTIES =
®  Onpassing, 'Finish' button: Goes to Next Slid| &7 Properties... @_} Edit in Quizmaker
© On failing, 'Finish' button Goes to Previous Slide
®  Allow user to leave quiz: After user has completed
Unit 3 Jramses
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Time Transfer Overview P

* After approval, the time data must then be transferred
from the CATS module to the appropriate infotypes in an
employee’s HR Master Data file in preparation for time
evaluation and payroll processing:

Absence time data is transferred into Infotype 2001; and

Attendance time data is transferred into Infotype 2002.

Abzences (2001} -
_|statDate  |EndDate |abs. [afiabs. trpe test Hours | g
22402007 1 20242007 7170 MACATION 800 StariDate  |EndDate  ate, Amabs, e text Hours
1007 (122120077170 MACATION AN 120772007 (1200772007100 HOLIRS WORKED. 800
120202007 1202012007 7170 NACATION 8001 || hawarzoo_fawemoor mstounsmﬁﬁu T
_[12nazony 1ananoor 7170 MACATION 800 20052007 120572007 1005 HOLRS WORKED. .00
1007 IZEI00T 1150 HOLIDAY B0 R TR TS U 00
| [1112202007_[1172272007_[7150 HOLIDAY 00} | "l 2032007 120302007 msrlounswomcso T
[1EOnr rIeNT 1170 MACATION B0 ey e 00
_[10RI2007 1AME007 (7405 FUNERAL LEAVE 400 | b ez herzoor mstounsm&rsu T
B0 FULL SAL SICK (TOL) - EMP 800 282007 (1102802007 (1005 HOURS WORKED 000
_|11772007_[11R772007_|iD05 HOURS WORKED | B

Note: No Attendance data is
displayed for salaried employees.

WK vnivERsITY OF KENTUCKY] HR_TM_310 TM: CATS Time Entry 71
. §
Time Transfer SRS
1. Enter transaction ZCAT6
2. Leave Initial Transfer selected (default option)
3. Enter the employee’s Personnel number
4. Click on the Execute icon
Transfer Time Data to HR Time Management
[@]=
Processing Gontrol
E\l Initial Transfer I Repeat Transfer
Data Selection for Initial Transfer
Personnel numhber 2860 I to
Date to
Customer field to
« Be patient with this process - It may take a few moments
to complete, depending on the amount of data being
transferred.
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Time Transfer continued) P

* Once the transfer is completed, a log screen will appear
indicating the transfer results.

* The ideal scenario is to have matching totals in the

Number Of data reco rds Transfer Time Data to HR Time Management

read and Number of e e

successful postings ——— (i -y

| i n ES . a cm:.m FLart Date AFATypé Hours Crey WT Musber TRU Asount Type Nusber
I:cm 20601 BISI5/2001 1005 .00 @ o0 1

® If there are Ze ro (0) oon SHERY B37240280 1005 625 8 88 2
unsuccessful postings, |- — 0 . -
you Can eX't the ool 20801 B3722/2811 1008 B0 B.00 5

. . ool 20681 0272112001 T170 0.00 9.00 L]
transaction...the time P ———— ;
entry process is noW {ve:] 2068 @INTIIN 1005 8,08 a.00 2

(oo} 20600 03S16/2001 1005 0.00 a.00 9
com plete! ! ooa 20604 DIS15/2901 1005 10,00 @ 00 10
ooa LHEEY B3IN1472E801 1005 1068 a8 a0 1"
ool 20600 03N 1005 400 a.oo 12z

UG or keevc HR_TM_310 TM: CATS Time Entry 73
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Time Transfer - Unsuccessful Postings . RI>

* Any unsuccessful postings must be addressed and
corrected as soon as possible.

The E in thi Transfer Time Data to HR Time Management

ex:mgl:ri? 0:15 4 v EETFEERTE S & chose & sae Gy

03/20/20061 a Number of data records read:

fu” day (800 humber of successful postings 10

hours) of both Ay Ex:e:;zeNEexVahd From A/AType Hours Crcy L\IMMDUM Type Number

/_\

1005 and 7170 = .o 1

time was entered r ing the.Tme Sheet

for PerNr 248, Ba{aonsein Rocors fron 03/26/2608 o1en cu\evme. 1170 coutd not he postes

which is not

permissible_ CJocoa \ 248 A3/20/2006 1085 8.00 / 0.08 2

K / e \ Q 149008 1006 { o oo
\_/

* There are many other possible errors. If you are not able
to detect the problem, contact your Payroll Office for
assistance.
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Time Transfer - Unsuccessful Postings «conv %]RIS

* From the example on the previous slide, if the employee
actually took a full day of Vacation leave on 3/20/2006,
you would need to do the following:

Return to CAT2 and pull up the time data for that pay
period

Delete the 8 hours of regular Hours Worked (1005) on
3/20/2006

Click on the Save icon and exit CAT2
Approve the change via CATS_APPR_LITE
Transfer the change via ZCAT6

* If every record read is unsuccessful and the Error message
for all states they can not be posted, then that usually
indicates that payroll is currently locked. Try a “Repeat
Transfer” once payroll is unlocked.

HR_TM_310 TM: CATS Time Entry 75

Repeat Transfer %IRIS
* If all or part of an Initial Transfer fails, use the Repeat
Transfer option when re-executing the transaction.

Enter transaction ZCAT6

Click on Repeat Transfer

Enter the employee’s Personnel number

Select both Last retrieval successful/unsuccessful options

C | i C k on th e Execute iCO n Transfer Time Data to HR Time Management
[Cle

Processing Contral
‘ Initial Transfer II Repeat Transfer ||

1.
2.
3.
4.
5.

Data Selection for Repeat Transfer
Personnel number 28601 I to
Date to
Custamer field to

Last retrieved an to
Last retrieved at 6e: 60 0n to
Last refrieval successful

[] Last retrieval unsuccaseiul
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Verifying Transferred Time - ZVERXFER %’ RIS

* The next few slides will cover Verifying Transferred Time,
which is optional functionality.

* One quick method to verify that time data has transferred
successfully is to use transaction ZVERXFER.

Select the desired Payroll Period

2. Enter the employee’s Verify Transferred Time
Pe rsonnel Number J&[ | & orgStructure | < Search Help

Payrall Period

3_ Select both Of the e 2 Other Payrall Period T

Payroll Area B1 03/13/2811 - B3/26/2011

Additional Criteria options || e 7 211
4. Click on the Execute icon alestion rtera

IPeraunﬂelNumber 28601 I
Employment Status
Company Code

Cuost Center

Additional Criteria
Display transferred time
Display time not transferred (including hour discrepencies)
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ZIRIS
Verifying Transferred Time - ZVERXFER (con ¥-
5. Check the Time Xfer column to verify the transfer
Any time data not transferred will be listed first with a No
value in the Time Xfer column.
A couple reasons for a No transfer:
= There is no corresponding record in the 2001/2002 Infotypes;
® There is a corresponding record, but the hours do not match; or
® The time data has not yet been approved. Check Status column.
Veerify Transferred Time
&
(Empligpi hame |- Paes tia [Datn T Enatus| ¢ Numbor| MUEAType Groated 6n | Temg. | Creald by|Last changs | Timo | By [Appr by |Appeovad case] Futl-day Time siar™
m‘ mi?léiinmiﬂon | & | D[H (1005 [04M42011 [14.4537 |WRCAGER|[OAD52011 (102120  KREAGER KREAGER 04052011 | s
\BAEIOT | & | B350 [H 1065 [04I0NE0TT [1€45 37 |WREAGER |BWGSTIOTT 1030 (KREAGER KREAGER 0401 |
[ & 1750 [H (1120 0401t ELIRRC L) :HHPNi%h‘ OAMSI0 1077120 KREAGER [KREAGER | 04m2011
[aaaRent | A | U [H [1085 042011 (144537 |WRCAGER 04032011 |10.31.20 |KREAGER KREAGER 0ADSZ0T1 |
\BaRyin | 8 H (1005 |0404/Z011 (144517 |WREAGER |DMOS/I011 102120 | KREAGER KREAGER 04052011
oAy | & | U[H [T170 [040%2017 100141 |REAGER [DG0RA01T 103120 |WREAGER | IREAGER |040%Z011 | [
[panmaent | g U[H [1005 |QAT4/2011 (144527 |WREADER|DWUSI011 102920 |KREAGER FREAGER | 0AUS2011 |
] Ll iH :usn!. '_||_m_u'3|n| E:ia :ui.'Fm_H}:uwi.r.'un :u.\.’_l_'r_u :kH_bim_r-H:mir—'m:sr—r-i:l!ln!al?_lll|
B [H (1005 |[GAAZO11 (144 WREAGER [DA32011 (102120 | KREAGER KREAGER | DAS/2011
mi.-c 1085 |HainaEon i :_nu_ va_FAu‘._FR:ntmrann B350 |REAGER | KREAGER 040573011
10 (4 (1005 04042011 184537 |KREAGER 04042011 103120 KREAGER [KREAGER 042011
4 [H 1005 [040W2011[154547 |WRGAGER OMDSH0N 1021720 | KAEAGER KREAOLR 04TS/Z011 |
L o
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Verifying Transferred Time - PA51

* A second method to verify transferred time is to use
transaction PA51 and look directly in the 2001/2002
infotypes in the employee’s Master Data file.

Enter transaction PA51 (time-related tabs/infotypes from

PA20, which is the employee’s complete file)
Enter the employee’s Person ID and press Enter

Enter the desired Period

P Display Time Data
&) B [ montn [ ear

Select the desired ParsAsagn. 00026801 51000203 00028601 . 1 |
M Hastings & Cannall Bl % | 10000

infotype (can view only  [Sme = tae e

one at a time)

EE SOl

5 MorrExempl 40 Pers subares 0501 RegTT

MLAbs fGuota irfo. | CostAllocalion Dals Entry | Time Reluted Master Dats |

[[Perioa

Click on the Overview |
icon in the Application IR Tt ey
Toolbar Roiiwmien, ] | o
Tirme Quots Compensabon (0418) To Currerd Dde Last month
... Current Petiod Cament Year
:JI _' | Ghooss
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0
Verifying Transferred Time - PA51 (continued %IRIS

* If the time data is displayed for the dates you are inquiring
about, then it transferred successfully!

Overview Attendances (2002)

Choose

FesoniC | 10026785 FarsAssgn | DO020601 51000303 0003 Overview Absences (2001)
Fersonme No 2nsa1 Hame Hasting Emabes  Achv
FEgoup A Gar Parsonnatar | 1000 Main Campus e
e :;‘.’Tmnﬁlp‘m— ?oar«vn = ;3 g GERSIRLIN 10830705 SARRORIIE (00T 1000303 10021
E l;"““ UL & R Ty ; 20601 Heseto Hasting_ SHaHA A
Mendances (2002, - - o EEgoun A S Personnel w1654 Main Campus
| |emsnoate [Ena pase Intie_| a1t type test |Hours [oT W FIIC & hito M. BN 555.23-0851
NVIT011 DIIA0NT 1095 HOURS WORKED 100 T eprrs
| : 1 : 13413r2011 (SRR 03026/ 2611 sy,
|_leaamon pa24m01 1095 HOURS WoRKID | e e -
X201 0IIVINNT 1095 HOURS WORKED a0 L — -
'_Mﬂm" 'nmmm‘ E‘m!'“w“mn=n T ﬂ‘ﬂ“l |End Date ADE_ANLIASE. Iypa 18 Howts |Gl
T e e iy 5ol || loaaaani p¥aea0n1 7100 FULLSALGOKOTL-ENP | 175
| i manannn 1005 HOURS WORKED [ am) i | M T DI 7170 NACATION [
_jenol1 panaoin 008 | el ¥ N ]
LBk DanAR0IY 1098 | 1m0
-ﬂ)m‘mn OAAROTT (1008 HOURS WORKED | won|
|0 pananm 1605 | 400
|

* If the time data is not displayed, check to make sure it has
been entered correctly and been approved, then try the
ZCAT6 “Repeat Transfer”’ transaction. If that still does not
work, contact your Payroll Office for assistance.
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BIRIS

Unit 3
Check for Understanding
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HR_TM_310 Unit 3

Question 1 ofd4

Time data cannot be transferred when the Payroll Locks are on in the system.

O True

© False

PROPERTIES =

On passing, 'Finish' button: Goes to Next Slid &7 Properties.. @ Edit in Quizmaker
On failing, 'Finish' button Goes to Previous Slide

Allow user to leave quiz: After user has completed
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Unit 4 RIRIS

Cost Allocation
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I . : ZIRIS
Cost Allocation Overview e
* An employee’s payroll costs for each pay period are
charged based on the current Cost Distribution infotype
record (1018 or 0027) in his/her Master Data file.
Infotype 1018 is the default Cost Distribution established
when a position is initially created.
= Student employees will have only 1018 records.
Infotype 0027 records are created for all staff/faculty
employees and they overwrite infotype 1018.

= The 0027 records are created manually for staff/part-time
faculty (covered in the HR_PA_300 Personnel Administration
course).

= The 0027 records are automatically created for full-time faculty
who have a Distribution of Effort (DOE) document once it is
approved by the Sponsored Projects Account office.
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, : 0
Cost Allocation Overview continued) . PIRIS

Display Cost Distribution (0027)

Oeg. Managamant ko

* Example #1: This staff e .
employee is paid 100% EEWINE 62 Ent oy, P AR o G T

start OT/81/2009 | To | 1273179553 | Chogl 681712800

from Cost Center T——
] 0] 2] 2] 290. illlﬂrmﬂm'ur A0 1T - BAP - AES

Cof dtinbafion

KOG 1912121299 |

Display Cost Distribution (0027)

S L | O managomant info

. . Parsonin Fars Assgn O
* Example #2: Thisis a ——— == O

faculty member paid from |55 o mn T SEa e i
2 Cost Centers and 1 grant [mee o s

Master contconter 112063480 | CHG REHAR BGI DEPT

(WBS Element). I Gosomriuse

[eanorns
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. \ IR
Cost Allocation Data Entry Profiles s

* In the CAT2 Data Entry Profile possible entries list, there
are two “with Cost Allocation” profiles (for non-Physical
Plant Division users) that can be used to overwrite the
Cost Distribution infotypes. [pror__ Tiext

BIWEEKCA UK Bi-Weekly Time with Cost Allacation I
BIWWEEKLY UK Biweekly Time

MONTHCA UK Manthly Time with Cost Allocation I
MONTHLY UK Monthly Time

* Currently, only the UK Bi-Weekly Time with Cost Allocation
profile is functional.

* This profile provides five additional columns to the Data
Entry Area for entering various types of costs objects.

Time Sheetl: Data Entry \View
BEa2FEoR @F4ad BE BeRERE DS &
Data Entry Period 8341372011 - 03/26/2011

Data Entry Area
LT Pers.Mo. |Mame Fec. CCtr  ReceiverWBS element RecCostOhj Rec. Order RecFund AA... Total
(D245 onsey T Smit
=)
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How Cost Allocation Works Py

* Regardless of the Data Entry Profile used, the hours in a
row with no specific cost object listed will charge to the
default accounting scenario in the Cost Distribution
infotype record. The hours in a row with a cost object
listed will charge to that cost object.

In this example, all 80 hours will charge to whatever is in the
employee’s Cost Distribution infotype record.

(BT Promstis b [Saar Ach [Tokal [R5 (WO 034 T TEAS 0F TX0R (70 W7 PR XA [Rh 096 (50 DU WD GG
U RN LIRS

[Graes Jevesey | il [ o [ [ Cl [ [l G 0 | |

| T ® & ] & [l bl 7 B 3 E

TR
0 t

In this example, 70 hours will charge to whatever is in the
employee’s Cost Distribution infotype record, and 5 hours
will be charged to Cost Center 1012062470.

L [Pers o [Mame Fec COU__|RAcar WS siamant [Reccosiobl _|Rec Ordar [Reckund WA [Total (54 D313 MO 0314 TU 0315 (We_OMIGTH 0317 PR W18 [SA 030 |90 0
Barry Chersney | | | | I | L] § 760 Te 15y 16 754

Barey Chasnay toos | T 5 5 7.50 1.50(

[y Cheanay 1012052478 | | | foos | al 250 X
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Additional Cost Allocation Information mas

RIRIS

* Using the “with Cost Allocation” profile and entering hours
against one or more specific cost objects will charge only
the wages portion of the employee’s payroll expenses!

* If you want all of the payroll expenses (wages, benefits,
etc.) for those hours to charge to the cost object(s), then
you can either:

Calculate the non-wage expenses and process a Journal
Voucher (FV50); or

Use transaction PA30 to create a new Cost Distribution
record including the additional cost object(s), change the
percentages accordingly, and save the record. Then you can
use the regular UK Biweekly Time Data Entry Profile and all of
the expenses for the total hours you enter will charge against
the new Cost Distribution.
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Additional Cost Allocation Information «conv %]RIS

* A cost object can be entered on every single line with the
appropriate number of hours also, if necessary, which
would completely overwrite the Cost Distribution record.

* The same hourly employee can be used in either the UK
Biweekly Time or UK Biweekly Time with Cost Allocation
Data Entry Profile. The only difference is the presence or
absence of these additional columns.

* Both regular hours worked and overtime can be allocated,
but not on the same assignment. Contact HR
Compensation for overtime cost allocation assistance.

HR_TM_310 TM: CATS Time Entry 89

'
Cost Allocation Data Entry Example }filR'S

1. Click on the Target Hours icon [B|, or manually enter the
employee’s regular Hours Worked (1005) to be charged
to the position’s default cost distribution

2. On the next available row, enter the employee’s Pers.No.,
the desired cost object, A/A Type 1005, and the number
of hours on the appropriate dates

3. Click on the Save icon.

Time Sheet: Data Entry View

ECAREOD @448 B8 BeREOL 90

Data Allocated Hours

7S 26 g @

Cost Object
Datmm W

| i
hEL"Fw-,Nu. Mame. o |Rucyiver WWEBS wement RosCouldbi |Ree. orde RusFund &4 Tolal

E JE\)?T Haehana Roge \ |
:_'l]:zl\ Bahar Rogs.[1012062470] | | { Iﬁ.'.'&\ 7 i |
Personnel Number ] [ Attendance Type 1005 ]
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Unit 4
Check for Understanding
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HR_TM_310 Unit 4

Question 1 of4

Payroll expenses are charged based on the Cost Distribution infotypes, but may be
overwritten by using the "...with Cost Allocation" Data Entry Profiles in the time
entry transaction (CAT2).

© True

© False

S PROPERTIES

O On passing, 'Finish' button: Goes to Next Slid &+ Properties... @ Edit in Quizmaker
®  Onfailing, 'Finish' button Goes to Previous Slide
O Allow user to leave quiz: After user has completed
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Course Summary ﬁé]R'S

* There are three steps (transactions) in the time entry
process which must be followed in order when entering
new time data or making changes to existing time data:

Time Entry - Time Approval > Time Transfer

* Time data should be entered by the “Prelim” date on the
IRIS Biweekly/Monthly Payroll Schedule.

* Attendance and absence time data is entered for hourly
employees.

* Only absence time data is entered for salaried employees.

HR_TM_310 TM: CATS Time Entry 93

0
Course Summary (continued) %IRIS

* Time data may be entered/changed and approved any
time in the CATS module, but it can not be transferred
when the Payroll Locks are activated.

* Payroll expenses are charged based on the Cost
Distribution infotypes, but may be overwritten by using
the “...with Cost Allocation” Data Entry Profiles in the time
entry transaction (CAT2).
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Time Management Help Websites SIRIS

* myHelp HR & Payroll Help website:
http://myHelp.uky.edu/rwd/HTML/HR.html
Contains updated and printable course manuals, Quick

Reference Cards, HR/Payroll Frequently Asked Questions, a
link to the HR/Payroll Reference Manual, etc.

* |IRIS-HR website: http://www.uky.edu/IRIS/HR/

Contains the HR/Payroll Reference Manual, IRIS HR/Payroll
Forms, access to the IRIS Payroll Schedules, etc.

e

HR_TM_310 TM: CATS Time Entry

UK universiry oF kenTucky]

95

;
Time Management Practice Guide RIS

* The Time Management Practice Guide is not a requirement
for completing this course. However, we strongly
recommend that you go through each exercise to
familiarize yourself with the transactions prior to
completing the Time Management Assessment.

* The exercises are to be performed in the Training
Sandbox.

Please wait until you have completed and confirmed
5 participation for this course before going through the
Time Management Practice Guide!
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Time Management Assessment PIRIS

* The Time Management Assessment is a requirement for
completing and receiving credit for this course.

* Upon passing the Assessment, you will see a booking in
your myTraining Activities “transcript” for HR_LTM_315,
Time Management Assessment.

Please wait until you have completed and confirmed
0 participation for this course before going through the
Time Management Assessment!
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4
TM Practice Guide & Assessment . RI>

* To access and print these documents:

Click on the Attachments link ([ s |) in the upper-
right corner of this screen

Click on the Time Management Practice Guide/Time
Management Assessment links (the documents will open in
a separate browser window)

Print the documents
Close the separate browser window(s)

Close the Attachments window by clicking on the “x” in the
upper-right corner of the window or by clicking on the OK
button
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Time Management Data Sheet %]RIS

j In order to complete the exercises in both the Time

0 Management Practice Guide and the Time Management
Assessment, you must obtain a Time Management Data
Sheet from IRIS Training.

* To obtain the Data Sheet:
Send an e-mail to IRISTraining@email.uky.edu

Enter “Time Management Data Sheet Request” in the Subject
line

HR_TM_310 TM: CATS Time Entry
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0
Time Management Curriculum %IRIS

* You have now completed the first of three WBTs in the

Time Management curriculum.
* Complete the Time m

Management Assessment  ¢//TM: CATS  TM: Variants

and then proceed to the Time Entry & Reports
TM: Variants & Reports HR_TM_310 = HR_TM_320
HR_TM_320 WBT. - K
),//- TM: Absence \“‘\\
L Quotas D

HR_TM_330 /
S

-// d

* Please advance to the last slide in this course! @
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Course Completion Instructions

* To complete this portion of this course:

Click on Attachments (upper-right
corner)

Click QRC Course Completion and
print the QRC

= Note: The QRC will open in a
separate browser window.

Click OK to close the Attachments
window

Follow the steps on the QRC
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