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Prerequisites and Roles

* Prerequisites

— * Roles

JE YV —y—y—gel S absences.

prior to taking this course.

UK_T00 IRIS Awareness & Navigation
HR_200 HR Overview

RIS HR_TM_310 TM: CATS Time Entry
’%lm-.:l If you have not completed all of these
- — prerequisite courses, please do so

This course is primarily intended for
users responsible for the recording
and reporting of working times and
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Course Content /!BLS.

* Unit 1 - Global Variant & Reporting Functions

Unit 2 - Selection Variants

Unit 3 - Reports

* Course Summary

HR_TM_320 TM: Variants & Reports

4
Course Learning Objectives /!__BLS

* Learn how to use a few global SAP/IRIS functions when
creating Time Management selection variants and
running various reports

* Learn how to create, save, maintain, and use selection
variants when working with multiple employees

* Be able to generate various time-related reports
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Check for Understanding %LBLS,

* The Check for Understanding is a series of questions
which will be presented at the end of each unit.

* You must successfully pass a unit’s Check for
Understanding before proceeding to the next unit.

* To complete:
Click on the radio button next to your answer

1
2. Click on the Next button

3. Repeat Steps 1 & 2 for each question

4. After answering all of the questions, click on the Submit All

or Submit All Answers button

5. Upon passing, click on the Finish button to continue to the
next unit in the course
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Unit 1 RIRIS

Global Variant &
Reporting Functions
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0
Global Variant and Reporting Functions %’BJS

* Whether you are working with Time Management selection
variants or running reports, there are a few global
SAP/IRIS functions that can be used to enhance these
processes:

Multiple Selection Icon

| (= Oryg. structure |
Organizational Structure Buttons |<> P——— I

Further Selections Button | _ Further selections |

Selection Fields Icon
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Multiple Selection Icon %!RIS

* The Multiple Selection icon allows you to list multiple
values for a field. For example, to list multiple Personnel
Numbers:

Click on the Multiple Selection icon to the far right of the

i Selection Criteria
Personnel Number field [esmere - Ve

Emnlnurront Gtat. =4

Enter one Personnel Number on each line on the Select
Single Values screen (use the scroll bar on the right side to
access more blank lines, if needed)

Press Enter

Click on the Execute
icon in the bottom-left
corner

-
v

iy Use the Possible
Eaa Entries icon to
search, if needed.

5
g g'
k-

11608

EEEEEES

@F i 56 A wuteiesmecton. §EY x
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Multiple Selection Icon (continued) P

* Back on the main screen you will now see the first value
from your list displayed in the field, and the box below the
yellow arrow on the Multiple Selection icon will be green,
indicating multiple values exist or are “active”.

Personnel Humber 978 ]

= o,

* There are a couple other ways to populate the list on the
multiple selection window:

Select the data in an Excel spreadsheet and initiate the
Copy function = switch to the

Multiple Selection for... window >
click on the Upload from A
. . 1 a7a)
clipboard icon. z 8015
El 11688!
a}  en
s 2%m
& ] 11776y
Ti.. S0 Ov&BETH wemem
HR_TM_320 TM: Variants & Reports 9
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Multiple Selection Icon (continued) ,MS
Click on the Multiple selection button in the bottom toolbar
on the Multiple Selection for... window - go to the
appropriate tab in the search window, enter the criteria that
will capture the desired values, and press Enter = click in
the checkboxes next to the desired values and press Enter.
(T T — T T i e
2 k! - TiosDebafdny | < .
reeses [ o v[aMBEo0EE |
v Personnel tubarea = v :w;aﬁ:;%::?:um
Ermoos | » e
S sigetotes | Be] Evokyee nboo | (3] 09 S
s N B
= i N o
[ | A Lo 5 00014328 hastty Deinsk Select Single Values (4] |
. Erpeekon ot gl (g oot [ Bl B e
I | Dliggarastoriel 5 DO0ZBE0Z fawina W ke 0. |8ingle
3 14328 [@)
allr . 28600
: 23601
G}vélﬂ&ﬂlﬂmmnbwmm 'p' 28602
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;
Organizational Structure Buttons %’BJ?

* The Organization Structure buttons allow you to identify
your Organizational Unit(s) for either a variant or a report.

* In some transactions the button is in the Application
Toolbar, and in others it is at the top the screen.

Approve [hagking Times o
@ Eu ]E[l < QrgStructure |<> Search Help

Period .~
Personnel Number Selection for Fast Data Entry
® & 0 )= Y ¥
Further selections H = Search helps || = Sortarder || = Org. structure ‘I
Period
O Today ) Current month ) Current year

* A gray diamond/box indicates no values are currently
“active”.
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Organizational Structure Buttons (continued },‘L!BJ-S-

* Once you click on the button, the Choose Organizational
Unit window will open. [m=

= [cooe

030000001 LK

* To find your Org Unit(s) in the Organizational structure,
click on the triangles to the left of the units to “drill down”
through the structure.

] Code

UK

10000
10700
0600
10600

* To find your Org Unit(s) quickly:
Click on the Find icon in the bottom toolbar and enter a

word from your Org Unit’s g LI R
name in the search window SeachTem | Abbievison and Nane
(use the * before and after cowen e ‘

the name for best search 1/ -

results) and press Enter 20
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0
Organizational Structure Buttons (continued %!RIS

If more than one Org Unit matches your criteria, click in the
checkbox next to the desired value and press Enter

[ orparizatonat Untc)_eEamsfound | —
Sesch Teim | Abbweviatior and Hame
e m— Name [} Code
RO EEERIEE I [] statistics |0 0000526 BE130
|Objoct ab... “Obectname ology 0 30000527 GE140

030000528 BE300
1 English 0 30000529 8EEB20
O [ History 0 30000531 8EES0
O [ Modemn & Class O 30000532 8EEE0
1 [ Philosophy 0 30000533 8EETD
[ [] Hispanic Studie|0 30000534 8EBI0
[ [ Clagsics 0 31000954 8EEB1D
[ [] French Languag|O 31000955 8EGB30
[ [ Arts & Sciences |0 30000502 8E001
i I [] College of Busines:| O 30000535 8FO0D
> [ [] College Of Educatic| 0 30000552 8G000
I [ [] Continuing Educati O 31000851 Chl
b [ [ Culleye OF Enginee |0 30000584 BHO00
[ O [] College Of Commr|Q 30000587 8mono
[ [ [] College Of Design |0 30000592 8MOD0
I [ [] College Of Social ¥ O 30000598 BT110
[> [ [ ] Graduate School |0 30000600 8300
[ [ Lexington CC Sumr| 0 31000984 8Y310
[ [] Provost - Program F| O 31000985 849100
Ll I Do

(WHEPBEREa a@E x

7HDA Amt Anatarny & Miurabiclogy
THOES Amir Microbiotogy THIS ﬂ
TH10D Ansiony & N L P
o 7Hao0 Microbiglogy & Immunalogy /
(G0 eiogy

CMTAZ00  ORAL BIOLOGY

* Once you locate your Org
Unit(s), click in the checkbox
next to the Name(s) to select,
then click on the Continue
icon.

B 0N VE ST OF RENTUCKY HR_TM_320 TM: Variants & Reports 13
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Organizational Structure Buttons (continued) },‘L’R'S
* You will now see a green light on the buttons indicating at
least one Org Unit has been selected and is now “active”
criteria on the screen.
Approve Working Times
Personnel Number Selection for Fast Data Entry
g E
— e —
‘ Further selections ||'-1> Search helps ||ﬁ> Sortorder G]P Org. structure D
Period C——
* Optionally, you can use the Organizational Unit field in the
main part of the screen to identify your Org Unit(s).
Selection Criteria
Fersonnel Mumber
Employment Status
Company Code
Cost Center o
| arganizational unit
WK oviveasioy or kexTucky) HR_TM_320 TM: Variants & Reports 14
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Further Selection Button %!RIS
* The Further selections button will allow you to add one or
more fields to the screen that do not appear by default,
should you wish to use them in creating a selection variant
or generating a report.

* The button is usually located in the top-left corner of the
screen. However, it is not seen in every transaction
covered in the three Time Management courses. In some
transactions you will need to use the Selection Fields icon,
discussed momentarily.

* Unless you save the screen as a variant, the added field(s)
will not remain on the screen once you exit the
transaction.

MR GsiE s vor KenTuoKY) HR_TM_320 TM: Variants & Reports 15

4
Further Selection Button (continues) %IRIS

* In this example we are going to add the Organizational
unit field to the CAT2 screen:
Personnel Number Selection for Fast Data Entry

Click on the Further selections W__ —
r.\ Suarchbetps | % Surorder |

button

Click on the box to the left S —_—

of the field to select [ Jusicnoneng T —
H . . N i G = | |Employmae status 8-

Click on the Selecticon in [rew E s e

the middle of the two i r— gl

[Administrator groun: tene

columns to move it from

the left to the right, which
lists the fields currently on
the screen =}

Click on the Continue icon [a§ Salcion. 3
or press Enter %
WRICGH 7 2isi i O s ivruciy HR_TM_320 TM: Variants & Reports 16
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Further Selection Button (continued) %IRIS

* Now the Organizational unit field is on the screen and
available for use.

T Solant
Personnel Number Selection for Fast Data Entry || " Number 1 for Fast Data Entry
® & @ © G B )=
= >
| Futherseleciions | % Searchhelps | = Sort order |_Furiner | Search helps | Sort order
Period
@ O Tad O Cutrent morth O Cutrent
) Today ) Current month O Gurrent year = ek ® urent mar ) Currentyear
O Up to taday ) From today . Up totoday ) From today
®) Other period ‘,-‘Ulhe.rpermd
Period Tis Perind To
Payroll period Payroll period
|
Before | Selection Afte r
Selection -
Personnel Mumber Personnel Mumber - ?
Employment status = Ernploviment status =| 2
Time recording administrator |O’EE"|13“U"3‘ unit _I
Time recording administrator o

* The field(s) you add will always appear in the Selection
section on the screen.
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Selection Fields Icon ﬁélRIS

* For those transactions that do not have the Further

selections button, you will need to use the Selection Fields
icon in the Application Toolbar to get started.

* Once you click on the icon, the remaining steps to add
one or more fields to the screen are the same as those

listed for the Further selections button. It’s literally just a
different starting point.

Approve Working Times

election Fields

Selection options / Selection fields
Selection options ‘ ‘ Selection fields |R | |
[ RETR I (PEEE Controlling Areg —% » FPersonnel Mumber E‘
rganizational Unit: 3] _Employmem Status E‘
Selscton Ctera |12 porisoriea Ol | eompancoce ]
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Unit 1

UK universiry oF kenTucky]
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HR_TM_320 Unit 1

Question 1 of5

Selection Fields icon

@]

Possible Entries icon

Multiple Selection icon

® @ @

None of the above

U PROPERTIES

®  On passing, 'Finish' button:
L4 On failing, 'Finish' button

O Allow user to leave quiz:

Goes to Next Slid| &5 Properties...

Goes to Previous Slide
After user has completed

Which icon allows you to list more than one value for a field on a selection screen?

@ Edit in Quizmaker

HR_TM_320 TM: Variants & Reports - LSO V2
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Unit 2
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4
Selection Variants AélRIS

* A selection variant is a saved set of selection criteria.

* In the IRIS-HR Time Management module, selection
variants can be used to process the three time entry
transactions for different groups of employees
simultaneously instead of one employee at a time.

The two main groups discussed in this course are biweekly
and monthly employees. Other various groups can be
created though as needed.

* Creating, saving, and using selections variants is
optional! However, using selection variants in the three
time entry transactions can greatly help reduce the
amount of processing time!

K UNIVERSITY OF KENTUCKY] HR_TM_320 TM: Variants & Reports 22
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Selection Variants (continued) %’RB

* Selection variants are global in IRIS.

For example, all users who have access to CAT2 can see all
of the variants that have been created and saved in CAT2,
but they will be able to access only the employees to whom
they have security access for in their area.

This can be a big benefit for a back-up timekeeper. As long

as s/he knows either the name of a variant or the User ID of

the main timekeeper, they can use that variant since they will
have access to the same employees.

* Selection variants are saved with the User ID of the
employee creating and saving the variant.
During the saving of a variant, there is an option to Protect

Variant, which keeps other users from changing or deleting
the variant. Only the “owner” can maintain the variant.

B 0N VE ST OF RENTUCKY HR_TM_320 TM: Variants & Reports

23

. . 0
Selection Variants (continued) %IRIS

* You can have as many selection variants as needed in any
transaction. However, a selection variant created in one
transaction can not be copied to or opened in another
transaction.

If you want to have the same variant in multiple
transactions, you must create and save the variant in each
transaction separately.

* Feel free to create any selection variant(s) that best suits
your business needs. This course is mainly covering the
basic concepts to which you can build upon.

K UNIVERSITY OF KENTUCKY] HR_TM_320 TM: Variants & Reports
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4
Creating Selection Variants %IRIS

* A selection variant can be created by one of two
methods:

Listing individual Personnel Numbers

Requires manual changes with employee turnover

Using Enterprise Structure Values (Personnel Area/Subarea,
Employee Group/Subgroup, Organizational Unit, Etc.)

System will automatically retrieve current, active employees

* The global functions covered in Unit 1 of this course
really come into play when creating a selection variant,
since we’re dealing with multiple employees and
identifying employees by using various fields which may
not always initially be on the screen.

UK ovivessiny o KeNTUCKY]
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;
Creating by Personnel Numbers %IRIS

* Use the Multiple Selection icon to the far right of the
Personnel Number field to list multiple values.

Selection Criteria

>
Personnel Wumber > @

Eronlovmant Stab =03

* Reminder: There are three ways to populate the list of
Personnel Numbers on the Select Single Values screen:

Manually enter the numbers
Copy and paste from Excel

. . et Sngie i U] et Rasges. | Backice St iews. | Exthde Ranans
Use the Multiple selection U = -

button to search for the
numbers

@’ GBE QI sk B X
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0
Creating by Personnel Numbers (continueq) Aé]RIS

* The main thing to remember with creating a selection
variant by Personnel Numbers is that the list of numbers
has to be manually maintained with employee turnover.

* To maintain the list:
Open the variant (discussed momentarily)
Make the change(s)
Save the change(s) (discussed momentarily)

* If you have a high turnover rate in your department, it may
make more sense to create a selection variant using some
of the Enterprise Structure Values, which will automatically
retrieve your current, active employees.

HR_TM_320 TM: Variants & Reports
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0
Creating by Enterprise Structure Values %IRIS

* Use any combination of the Enterprise Structure Values
listed below in creating a selection variant:

Selection Field Example Values

Personnel Area Campus, STEPS, Hospital

Personnel Subarea |Regular FT, Regular PT, Temp PT

Employee Group Staff, Student, Faculty

Exempt Monthly, Non-exempt 40, Non-

Employee Subgroup exempt 37.5

Organizational Unit | Department number

* The values you use help create a “profile” for the
employees you are trying to capture, rather than listing
specific Personnel Numbers which must be maintained.

K UNIVERSITY OF KENTUCKY]
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‘
Creating by Enterprise Structure Values on %IRIS

* For example, if you wanted to create a selection variant to
identify all of the regular full-time, non-exempt, 40
hour/week, staff in the department of Behavioral Science,
you would use the following:

Personnel area: 1000 (Main Campus)

Personnel subarea: 0001 (Reg FT)

Employee group: A (Staff)

Employee subgroup: 05 (Non-Exempt 40 hour)
Organizational unit: 30000377 (Behavioral Science)

Selection

Personnel Mumber
Employment status * 0
Personnel area 1000

Personnel subarea aoat

Employee group n
Employee subgraoup os
Organizational unit 30000377
Tirme recording administratar

B 0N VE ST OF RENTUCKY HR_TM_320 TM: Variants & Reports
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¢
Creating by Enterprise Structure Values con ﬁélRIS

* You may need to use the Further selections button or
Selection Fields icon to add some of these fields to the
screen.

Other fields are also available, such as Cost Center and
Payroll Area. Use whatever best helps you!

* Use the Multiple Selection icon if you need to identify
multiple values for any field. [T TR

L1
[EIEIEIEEIE
1

* Use the Possible Entries icon to |
view all the possible values for

any field. ™
{ud

CTTRTYEEGTIT or

Emplayee subgroup ‘I@ ::

fal anal kit Teelel} 1n

WK oviveasioy or kexTucky) HR_TM_320 TM: Variants & Reports
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Saving a Selection Variant

* Once you have all of the selection variant criteria entered
on the screen (either Personnel Numbers or Enterprise
Structure Values), you can then save the variant as follows:

Click on the Save icon
Le i @eoe |

Enter a:

Protect Variant, which will

or deleting your variant

Click in the checkbox next to | variant Attributes

keep others from changing

Click on the Save icon again

= Variant Name - Required; Must be unique but specific so you
know what the variant represents; Can contain letters, numbers,
spaces, and special characters

= Meaning - Required; Brief description of the variant

&7 Copy Screen Assignment

Variant Name 30000142 BYW
Meaning Biweekly Time Staff

the biweekly employees
lontyDisplayin G| jn Org Unit 30000142.

[ System Yariant (a)

DOnlvfurBackgruL This variant represents

HR_TM_320 TM: Variants & Reports 31

0
Accessing a Selection Variant %!RIS

* To access a saved selection variant:
Enter the desired transaction
Click on the Get Variant icon (usually the 2"d icon in the

%

Application Toolbar) NGersgrhol

=

Click on the Execute icon

= |f you entered a Variant
name, the system will open
that variant.

= |f you leave your User ID,

On the Find Variant window enter either the Variant name
or leave your User ID in the Created by field

Variant | I

Environment
Created by KRERGER |

t3

Changed by
Original langua;

the system will either open the variant if you have just one
saved, or it will display a list for you to choose from if you have
saved more than one variant (see next slide).
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Accessing a Selection Variant «continued)

If you receive a list of your variants, double-click on the
desired variant

\ialiant catilog for program RELESTAL

\anantnama | Short descrighan

[l .|cnanos
x|
0000142 MO | Wunilbily Time Bl \ Alx

. Selaction
The system will open the | Fesomeinumber
variant with the saved Ervoloimanl slus e
B . Personnel area 1868
crlte ria. Personnel subarea Beat
Employee graup A
Employee subgroup s
Organizational unit 30A08142
Time recording administrator
WK vvivERSITY OF KENTUCKY] HR_TM_320 TM: Variants & Reports 33
Mai . Sel . Vari IR S
aintaining a Selection Variant P

* If at any point you need to make any changes to the saved
criteria in a selection variant:

Enter the desired transaction

Click on the Get Variant icon and “open” the variant
Make the necessary changes

Click on the Save icon

If you are not going to change the Variant Name and
Meaning, click on the Save icon again

= Click on the Yes button on
the Overwrite variant window @ =
?

If you are changing the Variant Name and/or Meaning,
make the change(s), then click on the Save icon

WK oviveasioy or kexTucky) HR_TM_320 TM: Variants & Reports 34
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Deleting a Selection Variant P

* To delete a selection variant in a transaction, complete the
following steps:

Enter the transaction and get to the screen where you
normally maintain and get variants

In the Menu Bar select Goto = Variants = Delete
Double-click on the variant you wish to delete

Delete variants
= A=)
“ariant catalog for program RPLFSTO1
Variant name Short description
30000142 B Biweekly Time Staff z‘
TN A MO MGy Time St [+]
EDA_TIMES EDATM Settings
HG TIME ytty
HR 200 U100 HR200 employees
Jd Ji Time Entry Yariant
LC LC Tirme Entry Wariant E‘
PBC GRAMNT TIME|FBC & Grant Time Entry E|

v K
HR_TM_320 TM: Variants & Reports 35
Deleti Selection Vari . YIRIS
e et|ng a Selection Variant continued) ==
Click in the radio button next to Only in current clients to
select, then click on the Continue button
ABAP: Delete Variants
o n all clients
@ Pnly in current clients
x
Click on the Yes button to delete
Delete variant 30000142 BwY 7
If Yes I M HX Cancel |
A confirmation message will appear in the Status Bar:
@ variant 20000142 BYY deleted
WRICGH 7 2isi i O s ivruciy HR_TM_320 TM: Variants & Reports 36

HR_TM_320 TM: Variants & Reports - LSO V2

18



0
Unique Selection Variant Issues %IRIS

The remaining slides in this unit are going to cover some
unique selection variant issues for each of the three time
entry transactions.

HR_TM_320 TM: Variants & Reports 37

LIRS

CAT2 Selection
Variants
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0
CAT2 Selection Variants %IRIS

° In order to create, maintain, or access a selection variant
in CAT2 you must be able to get to the Personnel Selectn
button on the 7ime Sheet: Initial Screen, which will take
you to the criteria screen. [ga Ppersonnel selectn |

* If you are just creating or maintaining a CAT2 variant, it
does not matter what the Data Entry Profile and Key date
are, since this information is not saved with the variant.

* Use the Further selections button to add other fields to the
Selection section. Use the Multiple Selection icon to the
right of any field to list multiple values.

MR GsiE s vor KenTuoKY) HR_TM_320 TM: Variants & Reports

39

. . §
CAT2 Selection Variants (continued) %IRIS
* A few other notes/tips on using CAT2 selection variants:

Selection for Fast Data Entry|

After opening the variant, click on the |
Execute icon to retrieve the employees |.

G iee

[#]als

ofelolelol

Time Sheet: Initial Screen
Either click on the selection box fﬂ &89
or click on the Select All Persons |
) Datg Entry Profile BIWEEKLY [@) UK Biwsskly Time
icon to select the employees for Kﬁié‘e 9311302011
whom you wish to enter data Pegfornal Sefscion
" You do nOt haVe to SeleCt a_”, "lrersonn...[Mame Per.. Su.. [E|E..Org.u
H H 28600 asi olling 1000 BE01 4 05 30001
If appllcable. 20601 ::mm‘:sg;@”annm\ 1000 9991 4 05 30001
28602 Edwina W Jollie 1888 BEO1 4 05 30001

WK oviveasioy or kexTucky) HR_TM_320 TM: Variants & Reports

40

HR_TM_320 TM: Variants & Reports - LSO V2

20



4
CAT?2 Selection Variants (continued) %IR@

To add the regular Hours Worked (1005) row automatically
for all biweekly employees on the screen:

1. Click on the Target Hours icon in the Application Toolbar

2. Click on the Yes button on the pop-up window

Time Sheet: Data Entry View
E’ B & 730 m ‘ @ a; d}‘ ah ‘ "@ E You have not marked a line far input
Data Eniry Period 83/13/2011 |- 83/26/26811 \ in the data entry section.
Data Entry Area N -
LT Pers.ho. |Mame COArAA... [Tatal SU 0213 (MO 03 @ Shauld a new line be insertad
(D)|28682  [Edwina W Jolli.. i 0 with the target hours?
(T)[28601  |Hastings G Ca. an 0
(D)28600  (Chasily @ Ralli. 60 ] [ es | o 3¢ cancel
- |
Data Entry Parind 03/13/2011 - 03/26/2011 B /
Data Entry Area //
Bl [Pers g, Name CoArlAn.. Total S/ MO 0314 [TU 0318 WE 0318 TH 0317 [FR 0318 |54
(D[28602  Edwina W Joll . [ 5 8 g g [
28602 [Echwina W Jolli. UK0O [1005 &7 7 oA 8 g g g g
(D[28601  Hastings G Ca.. J/ /s [ E B 8 8 8
26601 Hastings G ca.likoo 1005 B2/ gp 8 & [ [ [
(D)[28600  [chasity @ Roll 80 [ E E] g g g
28608 [Chasity @ Rolll UKDB [1885 28 E ] 5 5 g
]
WK vnivERSITY OF KENTUCKY] HR_TM_320 TM: Variants & Reports 41
ZIRIS
CAT?2 Selection Variants (continued) P
To insert a blank row simultaneously for all employees
(biweekly/monthly) on the screen:
1. Click on the LT column header box to select the column
2. Click on the Target Hours icon in the Application Toolbar
3. Click on the Yes button on the pop-up window (The system will
copy the employee’s Personnel Number and Name only.)
4. Repeat steps 2 and 3 above for each additional row needed
Time Sheel: Data Eniry \iew
ERavEom @R dan BaEw =8
Data Eniry Period 03:W1 H 3 \ ‘fou have not marked = line for input
Data Entry Are \ inthe data entry section
ERLT =.MNo. |Mame COAr A Total S5U 0313 MmO EISN _
(020602 Edwina W Jolli =[] ] N @ Should a new line be inserted
28602 Echwina ¥ Jalli.[UKAO |1 085 8e E\ with the target hours?
28602 Edwina ¥ Jolli o
(1)[28601 Hastings G Ca.. ] | Yas ZI o ” ¥  cancel
28601 Hastings G Ca.[UKBd |1005 11— g:
28681  |Haslings G Ca i L~
(D[286080  |Chasily @ Rolli 86 [ g
28600 |Chasity @ Rolli. Ukea 1085 q E
26500 [Chasity @ Roll L. o
|
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CAT?2 Selection Variants (continued) P

To insert a blank row for one employee (biweekly/monthly):
1. Click on the employee’s Personnel Number
2. Click on the Insert Row icon in the Application Toolbar

Time Sheet: Data Entry View
ERaFZom @r$an0e BwER

Drata Entry Period 03/2742011 - D4/
Data Entry Area

|ELT [Pers o, [Nama—"[COArlwA.. Total " |SU 0327 MO 0328
28602 Edwina ¥ Jolli 80 o
28602 Edwing W Jolli

T

() 28601 Hastings G Ca 80 1]
(%) 28600 Chasity G Rolli &0 a
MR GsiE s vor KenTuoKY) HR_TM_320 TM: Variants & Reports 43
ZIRIS
CAT?2 Selection Variants (continued s
Other methods for inserting one blank row:
= Right-click on the employee’s Personnel Number and select
Insert Row from the menu
= Press the Ctrl + F4 keys, with the cursor on the employee’s
Personnel Number [
Delete Template Shift+F12
Detailed Time Data Cirl+F2
Split Row Cirl+F3
IlnsertRaw |q— OR —pl Cirl+F4 |
Mew Lines Clrl+Fa
Check Entries Ctrl+F6
Check Log Ctrl+F7
fulid vl +F
= Enter the employee’s Personnel Number in the first blank row
and press Enter (The row will move up under the employee’s
Target Hours/Total Row automatically.) [Gaaemyrems 0312013
[ Data Entry Pering 0312713 Data Entry Area
Data EntryArea LT FPers Mo, [Name Ci
LT Pars Mo, |Mame | (528602 [Edwina Wi Jolli
(028602 |Edwina Jolli Sy 28602 Edwina W Jolli
(D[28601  |Hastings G Ca (B?8601  Hastings G Ca..
(%) 28608 Chasif I (528600 Chasity @ Ralli
28602
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CATS_APPR_LITE
Selection Variants

HR_TM_320 TM: Variants & Reports 45
lecti ; HIRIS
CATS_APPR_LITE Selection Variants Py s
* Selection variants for the approval transaction,
CATS_APPR_LITE, are created, maintained, and accessed
on the initial screen.
* Use the Selection Fields icon to add other fields to the
Selection Criteria section. Use the Multiple Selection icon
to the right of any field to list multiple values.
Approve Working Times
) . . E; HP O o Optvuhre & Search Help
* After getting a selection variant, [
click on the Execute icon to st wond b
retrieve the time data that needs | “oiio e
to be approved. i : £
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‘
CATS_APPR_LITE Selection Variants continued %’
* After reviewing the data for accuracy:

Click anywhere along the very top row to select
Press the Ctrl + A keys, which will select all of the rows
Click on the Approve icon

Check the Status column to make sure it displays the
Approved icon for everyone on the screen

clesolbenlell o

‘L
£
bbhhbbb’hhh bobobbbobY !\hhhhbbhth

\g,..“..u,..a-_.

e ¥
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. . RIRIS
ZCAT6 Selection Variants P

* Selection variants for the transfer transaction, ZCAT6, are
created, maintained, and accessed on the initial screen.

* Selection variants can be created by using only the
Personnel Number field. No other fields can be added to
the initial screen in this transaction.

* Use the Multiple Selection icon to the right of the
Personnel Number field to list multiple values.

HR_TM_320 TM: Variants & Reports 49
. . \
ZCAT6 Selection Variants (continued) /IRlS
* After getting a selection variant, click on the Execute icon
to transfer the approved time data for all the employees
Id en t I ﬂ ed I n th e Varl an t " Transfer Time Data to HR Time Management
HA» HBATECRTER S cron Biowe I
Transfer Time Data to HR Time Management NpEp—
&0 R et wiasatil sostines” »
P%‘; Rupest Transhr | —> |Fe —— - =
Dty Tranglor ‘L\"h.. i R
|::su-m|mmber 14378 [a) : =] : ::' "
Cusiomer fials » ﬁ Jcos L
= Z
= B :
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Unit 2

HR_TM_320 TM: Variants & Reports

51

HR_TM_320 Unit 2

Question 1 of 7

In CAT2, the values in the Data Entry Profile and Key Date fields are not saved when
saving a selection variant.

© 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_320 TM: Variants & Reports - LSO V2
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Unit 3 RIRIS

HR_TM_320 TM: Variants & Reports 53

Payroll Processing Reports S

* There are two reports available to all timekeepers for
verifying that the time entry and payroll run processes
were successful for their employees.

Remuneration Statement
Payroll Result Report

* Both of these reports are available after each of the three
payroll runs.

It is highly recommended that at least one of these two
reports be run the day after the Preliminary Payroll Run for
the pay period so that if there are any issues, they can be
resolved prior to the Final Payroll Run.
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4
Remuneration Statement %IRIS

* The Remuneration Statement is a detailed list of amounts

and information for employees per pay period. This
usually includes:

Gross/Net Earning Amounts
Taxes

Pre/Post Tax Deductions
Employer Contributions

* This report is similar to an employee’s Pay Statement, but
does not include the absence quota balances information.

An employee’s Pay Statement (on the myUK Employee Self-

Service screen) is also available the day after the Preliminary
Payroll Run. Employees should be encouraged to check the

report for accuracy and report any issues ASAP.

UK ovivessiny o KeNTUCKY]

HR_TM_320 TM: Variants & Reports

55

. §
Remuneration Statement (continued) %IRIS
1. Enter transaction code PCOO_M10_CEDT

2. Enter the desired Payroll Period
Current Payroll Period

= Also enter the Payroll Area (B1 for Biweekly/M1 for Monthly) and
pl’eSS Enter Payroll Period

Petiod 1 Current Payroll Period &
= For example: | paysiizea Bl 04/24/2011 - B5/07/2011

Feriod 18 2011

Other Payroll Period

= Also enter the Payroll Area (B1 for Biweekly/M1 for Monthly), the
Period (pay period number and calendar year), and press Enter

] For example- Fayroll Perind
" | Period 2 Other Payrall Period T

Payroll Area B1 05/22/2011 - D6/84/2811
Period 12 2811

K UNIVERSITY OF KENTUCKY]
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, ¢
Remuneration Statement (continued) %’BJ-S-

3. Indicate your employee selection by completing the
Selection Criteria with one of the following:

One employee’s Person ID or Personnel Number

Selection Critetia
Persan ID BEE59857
Persaonnel Number

Use the Selection Fields icon |la#| in the Application Toolbar to
add other fields to the screen, like Organizational Unit

Selaction Criteria
Persan ID

= For example:

= For example:

Personnel Mumber

Payroll area
I Organizational unit 300001 22\'

Use the Multiple Selection iconto the right of any field to
list multiple values A

Selection Criteria
Person ID

= For example:

Persanhel Number 28158
B 0N VE ST OF RENTUCKY HR_TM_320 TM: Variants & Reports 57
. §
Remuneration Statement (continued) %!RIS

4. In the parameters for remuneration statement section, do
the following:

Select the desired Form name - This determines the layout of
the report. There are 4 different layouts to choose from.

Delete the “X” in the Print retroactive runs field

Parameters for rermuneration staterment
Special run
IForm name O Xl I
Print curtent period L
IPrim retroactive runs I
Lavout of retroactive runs d
Dot s i

5. Click on the Execute iconin the Application Toolbar to
run the report

K UNIVERSITY OF KENTUCKY]

HR_TM_320 TM: Variants & Reports 58

HR_TM_320 TM: Variants & Reports - LSO V2

29



: y
Remuneration Statement (continued) %IRIS

* If all was entered and processed successfully, the report
should look similar to this example (ZDZ1 layout):

End Date  Check Mo, Met Faj

Furson 10 ET] Pay Date Period Begin Pate

1101052007 1,864 55

V2007 23T

A With Expmptions 57 A With

Filing $tatws  Exemptions FED
PATE  HOURS CURRENT 1D CURRENT
10.56 .50 1,560.32  33,443.49 14,00
9.98  4.50 4176 1,423, 70 13,66
4.45
810,08 14.47
maz
3712
131 13016
96 98
2268 URRENT Tip
00 1,759.20 5.2 512
0.05 109.54 1. 4.50
3623 052,95 5.7 29 62
4915 10,071,908
GCURRERT
182,58
1.86
4.4
4,24

511,67 503.13

tal B

* If the report appears blank, double-check the criteria you
entered for accuracy. If the criteria is correct and the
report still appears blank, run the Payroll Result Report.

59
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§
Payroll Result Report ﬁélRIS
* The Payroll Result Report is a quick reference report used
to identify employees who did not get processed during a
payroll run.

* The report can be run for only a single pay period and one
payroll area (B1 for Biweekly/M1 for Monthly).

* If an employee’s pay rate changes during a pay period
(and thus a new Basic Pay (0008) infotype is created), the
employee will be listed twice on the report.

One line will represent the previous pay rate, and the second
line will represent the new pay rate.

WK oviveasioy or kexTucky) HR_TM_320 TM: Variants & Reports

60

HR_TM_320 TM: Variants & Reports - LSO V2

30



Payroll Result Report (continued)
Enter transaction code ZHR_CHECKPAY

Enter the desired Payroll Period | e FayrollResuit Report

@ R B 1 © owstuctae | & Search Help

Enter the appropriate Selection | Fuius

Criteria iR sl ——
Fanod 5 2007
Enter the Payroll area T
Parsannel NumBar =1
Identify your employee(s) i 3 =)
by entering either a Personnel Pursomnelsuharea %)
. . - Emplores grous |
Number, an Organizational unit, RS 5
or use the Selection Fields icon e C

to add other fields to the screen;
Use the Multiple Selection icon[2] to enter multiple values for
any of these fields, if applicable.

4. Click on the Execute icon in the Application Toolbar

UK universiry oF kenTucky]

HR_TM_320 TM: Variants & Reports

Payroll Result Report (continued) ==

5. Review the Total Gross column, primarily looking for any
$0.00 amounts. Different reasons can account for a
$0.00 Total Gross amount. For example,

Neow Payroll Result Report

It is an hourly employee
whose hours have not yet
been entered.

Infotype 0003 (Payroll Status)
may still be locked if the
employee is a new hire.

A payroll error has occurred
and requires master data
correction.

G AYT B O DIT@THL BE=s B

New Payroll Result Report \q

[Persen 10 EE Name | Basa Pay Amauni| Total Gress| Crganaasonss Unt
1 054

T ]
[ EEED

* Any $0.00 amounts must be resolved prior to the Final
Payroll Run for the pay period in order for the employee(s)
to be paid!

K UNIVERSITY OF KENTUCKY]
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‘
Display Working Times %!RIS

* This report can be used to display working times for a
single employee or a group of employees as needed.

1. Enter transaction code CATS_DA
2. Enter the desired Reporting Period
3. Enter the appropriate Selection Criteria

Identify your employee(s) by entering either a Personnel
Number, an Organizational unit or use the Selection Fields
icon B to add other fields to the screen; Use the Multiple

Selection icon to Display Working Times
enter multiple values |@®BE E o owswan o s
for any Of these fieldss imn'::omnnr‘onon 1 Ol Period o a1/01/2011 - 8201172011
if applicable. —_—
Personngl Number 54815 =
Emplaymint Statsn E
Company Code &
CostCeee | Ll
MR GsiE s vor KenTuoKY) HR_TM_320 TM: Variants & Reports 63
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Display Working Times (continued) %IRIS
4. Ensure that the Processing status is at a range of 10 to
60, which will capture all time data
Selaction of Time Sheet
Hj Basic Data o
Task Type o =
Task level 1o B
Task component 1o ?
Activity Type to ?
Stat. key flgure 1o ?
Attisbsence type 1o ?
Wage Type 1o =)
Display Unitiheasure 1o ?
MNumber {unit) to B
Processing status 10 to 60 | ?
Shor Text T E
5. Click on the Execute iconin the Application Toolbar
K vvivess Ty oF kexTucky] HR_TM_320 TM: Variants & Reports 64
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Display Working Times (continued P

* To determine the value for any of the icons in the Status
column, click on the icon (which will highlight the row)

Performance
Assistant window.

th e n p re S s th e F 'l E:{;Mkf’uran:q Times
. =D -
key to display the [=i= o e

& - Data s being pocessed
& . Data mas bean ieieased Sor approval ~
& . Data has bosn sppeoved

&P - Thees in i nast one campanand for which appeoval was
jected

i &9 Diata was changed ater approval
p

B AN O

Wi T (G
L)

* To print the report, click on the Print icon[8]in the

Standard Toolbar.

UNIVERSITY OF KENTUCKY]
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Display Working T

imes (continued)

Dispiay Working Times
FAREEE )

* Use any of the icons in the Application Toolbar to
further manipulate the report as desired.

It may be necessary to click on the Additional Functions
icon (yellow arrow) to display additional icons.

Dispiay Working Thmg

FEREEEEEBREN D

Display Working Times

PARERER

ElERE R PERER e ER R E B RIEE

K UNIVERSITY OF KENTUCKY]
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Daily Time & Leave Summary Reports by s

* Transaction Z_TIMERPT can be used to create summary
reports of employee work time and leave quota usage
information.

* The reports can display information for any time period
desired and for one or multiple employees.

* The reports can be run to check for data accuracy, or they
can be printed for distribution to employees or placement
in departmental files. e

TIK univERsITY OF KENTUCKY] HR_TM_320 TM: Variants & Reports
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Daily Time Report T
1. Enter transaction code Z_TIMERPT

2. Select the desired Period or enter a Data Selection Period
3. Enter the appropriate Selection criteria

Identify your employee(s) by entering either a Personnel
Number or use the Further selections button to add other
fields to the screen (such

Employea Time @aporting

as Organizational Unit); © %

Use the Multlple Se|eCtI0n Furiher sslecbons | & Gearchnelps | & Sar order

icon[#]to enter multiple |5, D e

values for any of these bl st

ﬁelds, if applicable_ Dt Salietian Puriod 3101 /2008 To  64/30/2008[3)

_::lelacnon
Parsannsl Nuribes 7 | =]
Emphinrnt skitus - '3|
Gompary Code =
Payroll area =]
EREERGRORR (3]
WK oviveasioy or kexTucky) HR_TM_320 TM: Variants & Reports
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Daily Time Report (continued) P

4. To see daily work time, ensure that only the Daily option
is selected in the Choose time data to report on section.

You may need to click in the Leave checkbox to unselect. It
is usually best to run only one of the reports at a time.

Choose time data to report an
I Daily I
Use Hospital format? 1
Leave
Specify vacation tirme types @

TOL time types
Holiday time types

5. Click on the Execute iconin the Application Toolbar

WK vnivERSITY OF KENTUCKY] HR_TM_320 TM: Variants & Reports 69
Dailv Ti R . ZIRIS
ally lime eport (Continued) ==
* The top two sections of the report are just general header
information about the === T —p—
employee. ; R
* Print the report by
clicking on the Print —
icon[B]in the Standard
Toolbar, if desired.
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Leave Summary Report P

* To view absences in this transaction:
Click in the Leave checkbox to select
= Ensure the Daily checkbox is unselected
Enter an asterisk (*) in the three time types fields

Choose time data to report an
Daily O
Use Hospital farmat? O
ILea\re I
Specifyvacation time types 1

TOL tirme types £
Haliday time types (51

Click on the Execute icon in the Application Toolbar

WK UNIVERSITY OF KENTUCKY] HR_TM_320 TM: Variants & Reports 71
Leave Summary Report (continued) PER
. . . . L.

The absences are listed in chronological order within each
quota type (Vacation, TDL, Holiday, Etc.).

Date 0S/18/2011 Univeraity of Kentucky ZHR_TIME_REFORT_NEW

Time 11:24 05 Leave Sussary Report Page 1

Reporting period 03101 /2008 - 04130/ 2008

Eaployas Nams Porsontd nain Paror

Drganizational Assigneent Data

Pars Aréa 1608 Main Canpus Sub Area BEM Reg FT

EE Group A Staff EE subgrp 05 Mon-Exespl 48 hour

Fayr area B1 Bi-weekly Org unit:

Position: 58128208 Adainistrative Support Associate  Job 4580111 Adeinistrative Support Associate [

Hire dt OFre1 1592 FTEX: 186 68

Datly Hrs 8.00 Weekly Hrs 40,80 Homthly Hrs: 173.33 Annual Hrs 2,000,060

Yacation Hrs: 6664 Yacation Service Date LU

¥ac Exp 08730/2011 0.08 Yoo Exp B6/30/2012 CN: T}

TOL Hrs 186.11 Holiday Hrs 8.00

Hours used in selection period

Begin Dt End Ot Day Type Text Hours

A3/85/2008 03705/2008 Wed TITA VACATION 4 panan

03120/ 2008 0372012000 Thu 7170 YACATION 1. 00000

G321 2008 032112008 Fri 7178  VACATION & popan

63/31/2008 0373172008 Mon TITA VACATION 2 panan

04101 /2008 0470112008 Tue 7170 VACATION 4 00000

B4/02/ 2008 476212008 Wed 7170 YACATION 7.69000

B4/83/2008 D4733/2008 Thu TITA VYACATION 4 panan

04 /0472008 047041 2008 Fr1 7170 VACATION 1. 00000

G008 0451612008 Wed 7180 FULL SAL SICK (TDL) - EMP B Gooen

B4/18/2008 0471872008 Fri T188 FULL SAL SICK (TDL) EMP 2 panan

. Tl . . o .

This report may be printed also using the Print icon[B]in
the Standard Toolbar.
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Cost Distribution Report

* The Cost Distribution infotype (1018 or 0027) in an
employee’s Master Data lists the cost object(s) charged for
all payroll expenses and the associated percentage(s). For

exam p | e: Dispiay Cost Distribution {0027)

01 Managmaed infs

Bt 04/01/2008 To. | 06/30/2068

Distil, mn

EEsubgroun 03 ExpmotManily  Pies subaren

/This employee is paid from
two Cost Centers at 47.60%

Farson i0 Pars Azsgr
e snwn | €ach and one WBS element at

4.80%. The percentages will
Qlways total 100.00%.

Magtur coed centor AMZORZIAN | FUNAN RESOUSLES
CheEER L Lz e of
HE Bonetts  drea |
Healthcare Admin Fea 47 80
ATOTREEIN0 ERF (RIE) Phase || E. (1] s

one or multiple employees.

* The Cost Distribution report is just another method of
displaying this information, for any time period, and for

WK vvivERSITY OF KENTUCKY] HR_TM_320 TM: Variants & Reports 73
Cost Distribution Re i RIRIS
port (Continued) Jramses
1. Enter transaction code ZCOSOBJ
2. Select the desired Period or enter a Data Selection Period
3. Enter the appropriate Selection criteria
Identify your employee(s) by entering either a Personnel
Number or use the Further selections button to add other
fie|dS to the screen (Such Employees Cast Dj !;'butwn Objects
as Organizational Unit); DX
Use the Multiple Selection | e is, s T
icon[®]to enter multiple el s e,
Values for any Of these ‘U::IF:E"::HOHPMO\! msaen To 12031 19595
fields, if applicable. i
| E:::::numwbur 3
Ermployment stetus i
e o
Orgonizational wnit FUHINITL i
ey e
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4
Cost Distribution Report (continued) *I RIS
in the Application Toolbar

4. Click on the Execute icon

Employees Cost Distribution Objects

Parsan 10 Pargonne) Wusber First Mame Last nans Grganization tnit Pasition
10202966 00602449 Evan Struss @#600/Robotics Canter ADOUINIJEngInesr Assoc Progra
Emp. cost distri  (Vage/Salary  Cost Center  Forcentago(¥)  WEG Elemsnt Fund Order
TTATITONG  to 1243116900
1812078880 100, 6% a011820168
Parsan 10 Porsonnd]l Rushir First Nans Last nans Deganisation At PaBitian :
13604750 00843752 Ebony Nevington #8606/ Robat ics Cantar AO0R4AEI Industry Extension Sp
Esp. cost gigtri. (Wage/Salary  Cost Center  Parcentage(t) WS Elament Fund frdar
1240142005 to 1240176500
1012163540 0.0 0011620190
101 1209460 70.09 0011620190
Person 10 Personne] Wusber First Nane Last nang Eation Uit
10606620 00085102 Warren Clark BS600/Robotics Center FO15IM5/ Industry Extension Sp
Lnp. cost distri. (WMage/Salsry Cost Center Percentage(¥) W05 Elesent Fund Order
12/01/2005  to 1213179990
101318580 40,08 BERITEY
1 50, 08 ]
1 61y 10, 68
o Parsonngl First Nams
188073 OREALHLZ Chares Hudsen POOEENG Industry EXtension 5p
Emp. cost distri. (Vage/Salary  Cost Cemter  Fercentage(¥) WIS Elemsnt Fund Order
1210172005 to 12/21/6%99
3. 6 BU118zH1EH
16,68 BIEZIEH
1612200460 5.0 0011620100
1043001250 49 09 0041812500

* To print the report, click on the Print iconin the
Standard Toolbar.
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Unit 3
Check for Understanding
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HR_TM_320 Unit 3
Question 1 of 5+
The Multiple Selection icon cannot be used when running any of the reports covered
in this unit.
O True
O False
®  PROPERTIES
®  On passing, 'Finish' button: Goes to Next Slid &2 Properties... @_} Edit in Quizmaker
© On failing, 'Finish' button Goes to Previous Slide
®  Allow user to leave quiz: After user has completed

0
Course Summary AélRIS

* Really become familiar with the global icons and buttons
addressed in Unit 1. These will come in very handy when
processing the three time entry transactions for multiple
employees and running various time-related reports.

Note: You may see these icons and buttons in other
transactions not discussed in any of the three Time
Management courses as well, and they work and function the
same as discussed in this course.

* Creating, saving, and using selection variants when
processing the three time entry transactions can greatly
reduce processing time. However, this functionality is
optional. Processing one employee at a time is completely
acceptable as well.
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;
Course Summary (continued) /IRIS

There are several time-related reports available in IRIS
which may be used as needed. It is strongly
recommended that one or both of the payroll reports be

run following the Preliminary Payroll Run to check for
accuracy.

If you are needing a report on actual payroll charges, this is

best obtained from the Business Warehouse. (This access is

obtained by successfully completing the BEX_300 WBT and
having that course added to your Training Plan.)

UK universiry oF kenTucky]
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. . $
Time Management Help Websites ,’Ri
* 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.

~
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4
Time Management Curriculum %IRIS

* You have now completed the second of three WBTSs in the
Time Management curriculum.

* Proceed to the TM: Absence _
Quotas HR_TM_330 WBT. VTM: CATS VTM: Variants

Time Entry & Reports ,
HR_TM_310 | HR_TM_320 ’|

~ T

/,/ TM: Absence
.

L4 Quotas
HR_TM_330

81

. ; §
Course Completion Instructions %IRIS
* To complete this course:
Click on Attachments (upper-right
corner) L)

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

K UNIVERSITY OF KENTUCKY]
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