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Exercise 1 —Log On to SAP Portal and Access the Time sheet
Scenario

You are entering your time for the week and need to access your time sheet through the SAP Portal. Log
on to the system and access your time sheet.

Instructions

1. Circle or highlight your user. This will be needed if you have to log back into the system.
2. When you complete the exercise DO NOT log off of the system.

User-Specific Data
This section provides the user-specific data required to complete this exercise.

User Username* Password
Instructor sapuser102
1 sapuser51 Coloradol
2 sapuserbs2 Coloradol
3 sapuser53 Coloradol
4 sapusers4 Coloradol
5 sapuserb5 Coloradol
6 sapusers6 Coloradol
7 sapuser57 Coloradol
8 sapusers8 Coloradol
9 sapuser59 Coloradol
10 sapuser60 Coloradol
11 sapuser6l Coloradol
12 sapuser62 Coloradol
13 sapuser63 Coloradol
14 sapuser64 Coloradol
15 sapuser65 Coloradol
16 sapuser66 Coloradol
17 sapuser67 Coloradol
18 sapuser68 Coloradol
19 sapuser69 Coloradol
20 sapuser70 Coloradol
21 sapuser71 Coloradol
22 sapuser72 Coloradol
23 sapuser73 Coloradol
24 sapuser74 Coloradol
25 sapuser75 Coloradol
26 sapuser76 Coloradol
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27 sapuser77 Coloradol
28 sapuser78 Coloradol
29 sapuser79 Coloradol
30 sapuser80 Coloradol
31 sapuser8l Coloradol
32 sapuser82 Coloradol
33 sapuser83 Coloradol
34 sapuser84 Coloradol
35 sapuser85 Coloradol
36 sapuser86 Coloradol
37 sapuser87 Coloradol
38 sapuser88 Coloradol
39 sapuser89 Coloradol
40 sapuser90 Coloradol
41 sapuser9l Coloradol
42 sapuser92 Coloradol
43 sapuser93 Coloradol
44 sapuser94 Coloradol
45 sapuser9s Coloradol
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Procedure

1. Open the SAP Training Portal: http://vsaptrnep2.dot.state.co.us:50000/irj/portal

SAP NetWeaver Portal - Windows Internet Explorer

Welcome

Please enter your network (Windows) Username and
Password to log into the Portal. If you do not know your
Username or have problems logging in, please call the Help
Desk at (303) 757-9317.

| Username ‘r
| Password 'I_

Need Help? Click Here

2.  Enter the following:
e Username*: To be supplied by instructor
e Password* Coloradol

3. ciick[Logon]
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Overview - SAP NetWeaver Portal - Windows Internet Explorer

Overview

Universal Worklist | Work

| History, Back Forward @

P NOT PORTAL WELCO.
CDOT SECURITY POLICY

This system is to be used only by authorized users. Unauthorized access of this system is strictly prohibited and could result in
criminal prosecution under applicable state and federal laws. As a user of this system, you have no expectation of privacy,
rights or ownership in anything you may access, create, store, send, or receive. By proceeding, your use of this system
constitutes your waiver and consent to monitoring, retrieval and disclosure of any information in this system for all purposes
deemed appropriate by CDOT, including enforcement of Agency Rules.

Welcome to the CDOT Portal! Our goal is to provide you the tools and information necessary to complete certain tasks for your
job. All CDOT employees will find tools they can use to sign up for training classes, complete their timesheets, and create
notifications. Managers will be able to do all of that plus specific tools such as worklist management, reports, and tools to

manage your staff.

Please use the Portal navigation tabs above to link to the Employee Self-Service (ESS) and Manager Self-Service (MS5)
functionality of the portal. Use the My Learning tab to look at training calendars, sign up for classes and track classes you have
already taken.

SAP Online Learning and Training

To access the SAP on-line learning as well as other SAP training documents such as Quick Reference Guides, Cue Cards, and Work
Instructions click HERE.

<|

4.
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Overview - SAP NetWeaver Portal - Windows Internet Explorer

Maintenance

Workorder

Overview

Detailed Navigation Fl News EIE]  sidebar =) A
;m Runtime error in XML iView. Proxy settings on the
» 3 Matiols: and Purchash server may not be configured. Contact your

§ AT administrator if the problem persists
= SAP Training Website

Portal Favorites

L
L1

There are no items to display

Safety

doesn't happen t

5. Click Expand button " * beside Time Management folder in Detailed Navigation pane.
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Overview - SAP NetWeaver Portal - Windows Internet Explorer

Workorder

Overview 1 HistDry‘ Back Forward E‘
|
Detailed Navigation E News @ [j Sidebar @ [j A
= Overview
» O Work Order
» [0 Materials and Purchasing
» O Time Management
= Time Sheet Display
§ ——=— Time Sheet Eniry
= SAP Training Website

Portal Favorites E

EThere are no items to display s a f a t I

doesn’t happen t

Runtime error in XML iView. Proxy settings on the
server may not be configured. Contact your
administrator if the problem persists

6. Click Time Sheet Entry link.

7. If the Internet Explorer Security pop-up screen displays. Click Allow
8. If the SAP GUI Security pop-up screen displays. Click Allow
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Time Sheet Entry - SAP NetWeaver Portal - Internet Explorer

I hittp://vsaptrmep2.dot.state.co.us:50000/irj/ portal £ = © | = Time Sheet Entry - SAP Net... %
File Edit View Favorites Tools Help
Welcome sapuser51 sapuser51 Help | SAP Store | Log off w
Workorder
Detailed Navigation F] Time Sheet Edit Goto Extras Environment Systemn  Help
e (V] B @@ DHR Do FE B
» O Work Order
» [3 Materials and Purchasing Time Sheet: Data Entry View
w 3 Time Management =
i BEAFPEOD GR44E D& BOBROS 94
= Time Sheet Entry Personnel Number 1159 Chris Maintenance51 Cost Ctr [R3221-010 | GRAND_
* SAP Training Website Data Entry Period [06710/2017] - [06/1672017] ||
Portal Favorites == sz Entoy Alea
— _E_i-jRec.ccu' Rec. order AC... Rec.FuncAr Work ctr  A/l... W... MU Crcy  Total SA ... From [
There are no items to display | H 40 000:0(
H [ 0
(m]
1i ) 1 b
[} Data entry view H Release view JE Variable view JEnmr 10f2
d
< >
9. Click Collapse navigation panel )

Questions

Answer the question(s).

What user name and password do you use to
access the time sheet through the SAP Portal?

@ Under which tab do you find your time sheet?
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Exercise 2 — Verify and Change Work Order Hours in the Time Sheet

Exercise Scenario

A DOT1 work order populated to your time sheet on Monday and Tuesday. Tuesday’s time shows 9
hours worked, all coded to time worked, instead of 8 hours worked and 1 hour of overtime. You are
changing the last hour of the Tuesday’s time to overtime and then changing the existing work order to 8
hours to match your work schedule.

When you complete the exercise DO NOT log off of the system.

Procedure
1. Start from the first open row of the time sheet as indicated by the red arrow below.
Time Sheet: Data Entry View
[E Tmesheet Edt Goto Extras Enyronment System  Hebp
@ B eE@ CHE hoan @@
Time Sheet: Data Entry View
BERAYEOD @40l B BEoRERE DL 94
Personnel Number 1181 Chris Maintenance98  Cost Ctr R3205-010 | GRAND__
Data Entry Period l07/08/2017) - [07/14/2017] |||
Data Entry Area
5 LT Rec. CCtr  |Rec. order AcC... Rec.FuncAr Work ctr  Af... W... MU Crcy  Total MO ... From To TU ... From To WE ... From To [0
G H 40 816:00 00:30 816:00 00:30 816:00 00: =~
= H 17 8 3 0 bt
2000000001 0010 50001563 0108 H 17 216:00 00:30 916:00 01:30
r i
q (m]
L 4

2. Enter the following data on the second line of the time sheet:
Rec Order — 2000000001

Activity — 0010

Work Center — 50001563

A/A Type - 014N (overtime)

Tuesday — 1

From (for Tuesday) — 0030

To (for Tuesday) - 0130
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Time Sheet: Data Entry View

=4 Time Sheet Edt Goto Extras Environment System  Help '
@ 4B G DHE DDhoo BR @@
Time Sheet: Data Entry View
EREAFE0D G4l B¢ BoREBEOL 9d
Personnel Number 1181 Chris Mantenanced8  CostCr  [R3205-010 | GRAND_
Data Entry Period 07/08/2017| - |07/14/2017) ||
Data Entry Area
EELT Rec. CCtr  Rec. order AcC... Rec.FuncAr Work ctr  A/... W... MU Crcy (Total MO ..Fom To |TU ... From To .. From To[[@
] H 40 £16:00 00:30 £16:00 00:30 &15:00 00: ~
= H 17 g 3 0 .
2000000001 0010 50001563 010N H 17 £16:00 00:30 915:02:01:3 :O
2000000001 0010 50001563 014N 10030 0130
4 b L
[0 opstaentryvew @  Releaseview | varible view  |Entry 10f3
3. Change the time in the first row to match your work schedule, as indicted by the red arrow.

e To (for Tuesday) - 0030

4, Click Enter @.

5. Click Save =
Questions

Answer the question(s).

Why do you think we entered the overtime first
instead of correcting the entry?

Are you able to correct the time for a DOT1
work order that has not been transferred to
your time sheet correctly?

=
=
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Exercise 3 — Enter Preventive Work Order Hours

Exercise Scenario

On Wednesday and Thursday your time was charged to a preventive work order so you need to enter
your time in the time sheet.

When you complete the exercise DO NOT log off of the system.

Procedure

1. Start from the first open row of the time sheet as indicated by the red arrow below.

Time Sheet: Data Entry View

= Time Sheet Edt Goto Extras Environment  System  Help w
@ B @@ CHE ohoaa BAE @)

Time Sheet: Data Entry View
EEAFEO0OR GFHaH EoEEDS &add

Personnel Number 1181 Chris Maintenance98 Cost Ctr R3205-010 | GRAND_ ..
Data Entry Period 07/08/2017 - [07/14/2017| E]@
| Data Entry Area
@_LT Rec. CCtr Rec. order |Ac... |Rec.FuncAr Work ctr |A/... (W... MU [Crcy | Total MO .../From |To TU ...|From |To WE ... |From |To |
L @ H 40 816:00 00:30 8116:00 00:30 816:00 00: =
. = H 17 8 9 ) ¥
| 2000000001 .l’JleJ 50001563.0101\1 H 16 8.16:00.00:30. B16:00 [Uﬂ’f!ﬂj@
| 2000000001 _fJleJ 50001563_014N H 1 | | | 100:30 01:30
2. Enter data on the third line of the time sheet for the following fields:
e Rec Order — 1000016400
e Activity — 0010
e Work Center — 50001563
e A/A Type - 010N
In order to see the rest of the time sheet you will have to scroll over to the day using the
scroll bar in the time entry section.

Wednesday — 8
From (for Wednesday) — 1600
e Thursday —8
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e From (for Thursday) — 1600

Time Sheet: Data Entry View

[E TimeSheet Edt Goto Extgs Envronment

System  Help

[ FdBo@@ DHRER DDOO BE 2@

ERAYEOR QG4aH B BoRE0L 94

Personnel Number 1181 Chris Maintenance98 Cost Ctr |R3205-010 | GRAND__

Data Entry Period [07708/2017] - [07/1472017]

B} LTRec. CCtr  [Rec.order  Ac... Rec.FuncAr [Work ctr |A/... | W... MU [Crey [Total  |WE ...[From [To |TH ..[From [To  |[FR ... From To [

s H 40 216:00 00:30 £16:00 00:30 816:00 00:

|z H 17 0 0 0 X
2000000001 0010 50001563 010N  H 16 -

L] 2000000001 0010 50001563 0148 M 1 ' i '

jm} 1000016400 0010 50001563 DIDHI 81600 EE.GI:IG E

bl -

™ -

= 10 Ll i

[0 pamentyvew |G  Releaseview | Varableview | Entry1of4

3. Click Enter @
4. Click Save @

Answer the question(s).

L]

B What is the A/A type for regular working time?

How do you navigate to days that are not
displaying on the time sheet?

Friday, June 16, 2017
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Exercise 4 — Enter On-call Time

Exercise Scenario

On Thursday you were asked by your supervisor to work on-call for one hour before your shift because of
an absence of a co-worker. You need to enter the hours you were on-call.
When you complete the exercise DO NOT log off of the system.

Procedure

1. Start from the first open row of the time sheet as indicated by the red arrow below.

Time Sheet: Data Entry View

E Time Sheet Edt Goto Extras  Environment  System  Help w

1 FdBE @@ EHE DDLO0 BE

Time Sheet: Data Entry View
BFREaAFSom @ 4o A

BEoRE DN add

Personnel Number 1181 Chris Maintenance9s Cost Ctr [R3z205-010 | GRAND_ .. -
Data Entry Period 07/08/2017| - |07/14/2017] @]@
| Data Entry Area
@_LT Rec. CCtr Rec. order |Ac... Rec.FuncAr Work ctr |A/... W... MU Crcy | Total WE ... [From |To TH .. |Fom |To FR: ... |From |To |
] H 40 816:00 00:30 816:00 00:30 B16:00 00: ~
= H 33 8 8 0 ¥,
2000000001 0010 50001563 0106 H 16
2000000001 0010 50001563 (0146 H 1
| 1000016400 0010 50001563 (010N H 16 816:00 00:30 816:00 00:30
1“0 “0
|1  Data entry viey |ﬂ Release view ||&: Variable view Entry 1 of 5
2. Enter data on the fourth line of the time sheet for the following fields:

e Rec Cost Center — Use the cost center from your time sheet (The Black arrow is pointing
to where your cost center is located)

e Rec. Functional Area— 1100

e Wage Type - 4099

@ To see the rest of the time sheet, you may have to use the Time Entry scroll bar.
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e From (for Thursday) — 1500
e To (for Thursday) — 1600

Time Sheet: Data Entry View

= Time Sheet Edit Goto Extras Environment  System  Help -_
(] S0 Q@ CHE Do BR @m

EEAFEODR G 4ol Hd BoEE DS dd

Personnel Number 1181 Chris Maintenance9s Cost Ctr fmzus—um GRAND_ ..

Data Entry Period [o7/08/2017] - [07/14/2017) [E|[B]

BY/LT|Rec. CCtr  |Rec.order  |Ac...|Rec.FuncAr |work ctr |A/... \W_.. [MU |cry |Total  (WE . [From [To  [TH _.[From |To |FR ... [From |To [I]
L@ H 40 816:00 00:30 816:00 00:30 816:00 00: ~
& | || . | | Bl | = & | | & | | 1 -
|| 2000000001 0010 50001563 010N H | | 16 B
L 2000000001 0010 50001563 014N H 1 | | | _ | |

sl | 11000016400 0010 | 50001563 010N H | | 16 816:00 00:30 | 8116:00 00:30

| | R3205-010 | _ §1100 | | 4039 | | _ | _ | 1500 El_gnn jﬁ]

I -
L s
- < o <o
[D Data entry view JL@ Release view JL& Variable view JEnmrlofS

3. Click Enter |§|

4. Click Save |B|.

Answer the question(s).

o What is the Wage Type for On-call?

Can you enter On-call time during regular
working hours?
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Exercise 5 — Enter Time to a Cost Center

Exercise Scenario

You need to enter the time you worked on Friday when you attended a mandatory training on first shift for 8
hours.

When you complete the exercise DO NOT log off of the system.

Procedure

1. Start from the first open row of the time sheet as indicated by the red arrow below.

Time Sheet: Data Entry View
= Time Sheet Edt Goto Extras Environment  System  Help w
@ | Y dEH @@ DHE fhian BEE @6
Time Sheet: Data Entry View

EE&AFZO0MmE & HaaH BwEEDS & d

Personnel Number 1181 Chris Maintenanced8 Cost Ctr R3205-010 | GRAND_.-

Data Entry Period lo7/08/2017| - |07/14/2017) @@

| Datz Entry Area

B LT |Rec. CCtr Rec. order |AC... |Rec.FuncAr Work ctr |A/... (W... MU [Crcy | Total WE ... |From |To TH ...|From |To FR ... |[From |To I
G’) H 40 816:00 00:30 £816:00 00:30 g816:00 DO:‘i

I = H 33 8 g i |

' 2000000001 0010 50001563 010N H 16 I

I 2000000001 .fJOlfJ 50001563 .014N H 1

:- 1000016400 .fJOlfJ SfJle’JlSESIOIfJN H 16 3‘16:00‘00:30. 816:00 00:30

[ ': R3205-010 1100 4093 H o 115:00 [_'[S:ﬂ_ﬂj

|01 pamentyvew |&  Releaseview % variablevew  |Entry1of6
sacg q
2. Enter data on the fifth line of the time sheet for the following fields:

¢ Rec Cost Center — Use the cost center from your time sheet (The Black arrow is pointing
to where your cost center is located)

e Rec. Functional Area — 3927

e A/A Type - 010N
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o To see the rest of the time sheet, you may have to use the Time Entry scroll bar

e Friday-8
e From (for Friday) — 0700

Time Sheet: Data Entry View

[Z Tima Sheet Edit (Goto Extras Envionment  System  Help '—
@ @ ~dg e@e@ DHR DL R @m
EBAFE0OD G 4aH B BoBREROX 94
Personnel Number 1181 Chris Maintenanceds CostCtr  [R3205-010 | GRAND_.
Data Entry Period lo7/08/2017| - 0771472017 [E]
LT Rec.CCtr  [Rec.order  |Ac.. Rec.FuncAr Work ctr |Af... [We.. MU |Cry [Total  |WE ... Fom [To  |TH ...|From |To To M
| H 40 216:00 00:30 816:00 00:30 816:00 00: ~
H 33 8 8 i =
2000000001 0010 50001563 010N H 18 =
2000000001 0010 50001563 014N H 1
1000016400 0010 50001563 010N H 18 816:00 00:30 816:00 00:30
R3205-010 1100 14093 H 1 115:00 16:00
R3205-010 3927 o108 80700
-
. -
4y ] 41>
[0 oementyvew @ Releaseview B varobleview  |Entry1ofs

3. Click Enter .

Answer the question(s).
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ﬁ When do you enter time to a cost center?

Why would you not enter this time as
overtime?

Friday, June 16, 2017 17/40



g COLORADD Exercise 6 — Enter 2nd Shift Wage Type

Depaﬂmeml
Traspasistisn Exercise Direction Sheet

Exercise 6 — Enter 2nd Shift Wage Type

Exercise Scenario

You are assigned to the second shift. On Friday you had a mandatory safety meeting on 1% shift from
07:00 to 15:00 and are entering your time using the second shift wage type 7002. You are also releasing
and saving your time for the week.

When you complete the exercise DO NOT log off of the system.

Procedure

1. Start from the first open row of the time sheet, as indicated by the red arrow below.

Time Sheet: Data Entry View

=4 Time Sheet  Edt Goto Extras  Environment  System  Help w
@ - 4B @@ CHE DO BE @m

Time Sheet: Data Entry View
EEavEzom @FHaH

By EE D E & d

Personnel Number 1181 Chris Maintenance98 Cost Ctr |R3205-010 | GRAND_..
Data Entry Period 07/08/2017 - |07/14/2017| @]@
| Data Entry Area
E_LT Rec. CCtr Rec. order |AC... |Rec.FuncAr Work ctr |A/... (W... MU [Crcy | Total WE ... |From |To TH ...|From |To FR ... |[From |To |
e H 40 216:00 00:30 £16:00 00:30 816:00 00: &
= H 41 8 8 g =
2000000001 0010 50001563 0108 H 16
2000000001 :fJﬂlfJ 50001563 :014N H 1 | | |
| 1000016400 0010 50001563 0108 H 16 816:00 00:30 £16:00 00:30
| | R3205-010 1100 4085 H i 115:00 16:00
| R3205-010 | 3927 lo1om H a8 ' ' | B[ﬂ?:ﬂﬂj':
4 b 4 )
[ pata entry view | Release view ||&: Variable view Entry 1 of 7
2. Enter data on the sixth line of the time sheet for the following fields:
e Wage Type - 7002
In order to see the rest of the time sheet you will have to scroll over to the day using the
scroll bar in the time entry section.

e Friday -8
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Time Sheet: Data Entry View

[ Time Sheet Edit Goto FExtras Envionment System  Help

< rdE @@ CRHE nhan @ m

Time Sheet: Data Entry View
EESTFEoR GF P

BEoREDL &

Personnel Number 1181 Chris Maintenance98 Cost Ctr |R3205-010 | GRAND_..
Data Entry Period [a7/08/2017] - [07/14/72017] @
| Data Entry Area
B LT|Rec. CCtr | Rec. order |Ac... Rec.FuncAr |Work ctr |Af... [ W... MU |crey | Total |WE ... |From [Te |TH .../From |To |FR ... |[From :To_f
[ H 40 816:00 00:30 £16:00 00:30 £16:00 00: ~
| & H 41 8 8 8 -
| 2000000001 0010 50001563 0LON H 16
2000000001 0010 50001563 014N H 2
1000016400 0010 50001563 0LON H 16 £16:00 00:30 £16:00 00:30
R3205-010 1100 4093 H 1 115:00 16:00
| R3205-010 3927 010m H 8 8/07:00 15:
(. T ==
| 7002 H 8 | B
|
L
i =
™ -
) 0
@ o I[ﬁ" Release view ]|&I Variable view Entry 1 of 8
3. Click Enter & :
; Release view ; . ; ;
4. Click [ﬁj . The Time sheet: Release View screen displays.
19/40
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Time Sheet: Release View

(v B @@ CHE DDaod @@
Time Sheet: Release View
ERAYEOoOm @RaB HE &£
Personnel Number 1181 Chris Maintenanced8 - Cost Ctr [R3205-010 GRAND_
Data Entry Perod ___[07/08/2017] - [07/1472017] (@[]
Data Entry Area
B} LTRec. CCtr  Rec. order Ac... Rec.FuncAr Work ctr  Al... W... MU Crey |Total WE ... Ffrom To TH .. From To |FR .. From To[d
I ® H 40 €16:00 00:30 816:00 00:30 816:00 00: =
B H 41 g 8 g i
2000000001 0010 50001563 010H H 16
2000000001 0010 50001563 014N H 1
1000016400 0010 S0001563 010H H 16 816:00 00:30 8/16:00 00:30
R3205-010 1100 4099 H 1 115:00 16:00
R3205-010 3927 010H H - 807:00 15:
7002 H - I g
(5 -4
14 » LI
) Dataentryview |5 Release viev @ Variable view Entry 1 of 8
5. Use Select all button %I to release all lines for approval
Q . If you only want to select one or more rows, use Select Row

6. Click Release %j

7. Click Save = .

@ The Display Messages dialog box displays. Review the message and click Enter to
continue.
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Display Messages

Personnel No. Mame Date | Status Type Emor Message
1181 | Chris Mantenance98 07/11/2017 o W The number of hours released 9.00

8. Click Enter to continue.

SAP Easy Access

@ FdBCc@ee@ CHR Do BE 0@

BE S EBZ | v a
|~ Qi Favorttes
+ [ cADO - Time Sheet: Dispy Data
« [ pA20 - Display HR Master Data
« B8 PA30 - Maintain HR Master Data
« [ cAT2 - Tme Sheet: Mantain
* ZCAT3 - Time Sheet: Display Times
+ [# capp - CATS: Object-Related Approval
« [ zH49T - Leave Summary Report - Tmekeep Vers
+ [ pT60 - Time Evaluation

Your data has been saved

9. You are returned to the SAP Easy Access screen.
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Answer the question(s).

Why are you entering a Wage Type instead of
an A/A type?

B Can time to a Wage Type ever result in

Overtime?
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Exercise 7 — Section 4 - Time Entry Scenarios

Exercise Scenario

It is a holiday week, and you are entering your time according to one of the assigned scenarios below:

You are normally scheduled not to work on the holiday and want to be paid overtime
You are normally scheduled not to work on the holiday and work 40 hours in the week
Work the holiday and want to earn an alternate holiday

Work the holiday and want to be paid overtime

o n® >

Use the information contained in the scenario you have been assigned.

If you have any questions about your group’s scenario or need help please ask.
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Section 4 - Scenario A
You are on a Tuesday through Saturday, five day, eight hour work schedule. It is a holiday week. You are
normally scheduled off on the Monday holiday, but were called into work 8 hours on the holiday and your time
was charged to a work order. After considering the options, your supervisor have approved it. During your
normal work schedule you worked 40 hours that was also charged to a work order. Use the following
information as a guide to complete the exercise by entering your time for the week.

1. Use the following information to log into SAP and to navigate to the correct week.

User ID: sapuser98
Password: Coloradol
Navigate to Week: 09/2/17 to 9/08/17
2. Use the following email from your supervisor to enter the preventive work order for the holiday.
Chris,

Thanks for working the holiday. | am out this week, but | wanted let you know that you should enter
your time for Monday to work order 1000016400, Activity 0010 and Work center 50001563. To
answer your question about the A/A Type to use, here is a table with some definitions. Oh and by
the way, don’t forget you can search for the A/A code by selecting the A/A Type cell and clicking the
Matchcode button to the right of it.

Regular Work Time Hours worked during your normal work schedule or hours worked outside
of your work schedule that are not eligible for premium “special” pay
Overtime Time worked in excess of the expected scheduled hours in a week, to be

paid as additional compensation

Comp Time Worked Time worked over the expected scheduled hours in a week, to be taken off
at a later date

Alternate Holiday Time worked on a holiday, when the holiday falls on a regularly-scheduled
Worked day, in order to take additional time off at a later date

Thanks again for working,
Bob

3. Use the following email from your supervisor to enter hours to the work order for the remainder of the
week.

Chris,

Please enter your time to work order 1000016400, Activity 0010 and the work center 50001563 for
your normally scheduled hours. Please see my previous email if you have any issues.

Bob
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Section 4 - Scenario B
You are on a Tuesday through Saturday, five day, eight hour work schedule. It is a holiday week. You are
normally scheduled off on Mondays, but were asked to work 8 hours on the holiday and your time was charged
to a work order. You didn’t work on your normal Saturday since you had to work on the Monday holiday. You
worked 32 hours the rest of the scheduled week on a different work order. Use the following information as
a guide to complete the exercise by entering your time for the week.

1. Use the following information to log into SAP and to navigate to the correct week.

User ID: sapuser99
Password: Coloradol
Navigate to Week: 09/2/17 to 9/08/17

2. Use the following email from your supervisor to enter the preventive work order for the holiday.

Chris,

Thank you for working on the holiday. | am out this week, but | wanted let you know that you should
enter your time for Monday to preventive work order 1000016400, Activity 0010 and Work center
50001563. To answer your question you asked me this week about A/A Types, here is a table with
some definitions. Oh and by the way, don’t forget you can search for the A/A code by selecting the
A/A Type cell and clicking the Matchcode button to the right of the cell.

Regular Work Time Hours worked during your normal work schedule or hours worked
outside of your work schedule that are not eligible for premium
“special” pay

Overtime Time worked in excess of the expected scheduled hours in a week, to
be paid as additional compensation
Comp Time Worked Time worked over the expected scheduled hours in a week, to be

taken off at a later date
Alternate Holiday Worked | Time worked on a holiday, when the holiday falls on a regularly-
scheduled day, in order to take additional time off at a later date

See you next week,
Bob

3. Use the following email from your supervisor to enter the preventive work order for the remainder of the
week.

Chris,

Please enter your time to work order 1000016400, Activity 0010 and the work center for 50001563
for your normally scheduled hours. Please see my previous email if you have any issues.

Bob
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Section 4 - Scenario C
You are on a Monday through Thursday, four day, 10 hour work schedule. Itis a holiday week. You are normally
scheduled to work on Mondays, and you are asked to work 10 hours on a work order instead of taking the
holiday off. After considering your options, you have decided to earn an Alternate Holiday so you can take
time off at a later date and your supervisor has approved it. During your normal work schedule, you worked
the expected 32 hours. Use the following information as a guide to complete the exercise by entering your
time for the week.

1. Use the following information to log into SAP and to navigate to the correct week.

User ID: sapuser96
Password: Coloradol
Navigate to Week: 09/2/17 to 9/08/17
2. Use the following email from your supervisor to enter the preventive work order for the holiday
Chris,

Thanks for working the holiday. | am out this week, but | wanted let you know that you should enter
your time for Monday to preventive work order 1000016400, Activity 0010 and Work center
50001563. To answer your question about the A/A Type, here is a table with some definitions. Oh
and by the way, don’t forget you can search for the A/A code by selecting the A/A Type cell and
clicking the Matchcode button.

Regular Work Time | Hours worked during your normal work schedule or hours worked outside
of your work schedule that are not eligible for premium “special” pay

Overtime Time worked in excess of the expected scheduled hours in a week, to be
paid as additional compensation

Comp Time Time worked over the expected scheduled hours in a week, to be taken

Worked off at a later date

Alternate Holiday Time worked on a holiday, when the holiday falls on a regularly-scheduled

Worked day, in order to take additional time off at a later date

Thanks again for working,
Bob

3. Use the following email from your supervisor to enter the preventive work order for the remainder of the
week.

Chris,

Please enter your time to work order 1000016400, Activity 0010 and the work center for 50001563
for your normally scheduled hours. Please see my previous email if you have any issues.

Bob
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Section 4 - Scenario D
You are on a Monday through Thursday, four day, 10 hour work schedule. Itis a holiday week. You are normally
scheduled to work on the Monday the holiday falls, and you are asked to work 10 hours on a work order instead
of taking the holiday off. After considering the options, your supervisor has approved the overtime. You
worked 32 hours the rest of the scheduled week on a work order. Use the following information as a guide to
complete the exercise by entering your time for the week.

1. Use the following information to log into SAP and to navigate to the correct week.

User ID: sapuser97
Password: Coloradol
Navigate to Week: 09/2/17 to 9/08/17

2. Use the following email from your supervisor to enter the preventive work order for the holiday

Chris,

Thanks for working the holiday. | am out this week, but | wanted let you know that you should enter
your time for Monday to preventive work order 1000016400, 0010 and Work center 50001563. To
answer your question about the A/A Type, here is a table with some definitions. Oh and by the way,
don’t forget you can search for the A/A code by selecting the A/A Type cell and clicking the
Matchcode button.

Regular Work Time Hours worked during your normal work schedule or hours worked
outside of your work schedule that are not eligible for premium “special”
pay

Overtime Time worked in excess of the expected scheduled hours in a week, to be
paid as additional compensation

Comp Time Worked Time worked over the expected scheduled hours in a week, to be taken
off at a later date

Alternate Holiday Time worked on a holiday, when the holiday falls on a regularly-

Worked scheduled day, in order to take additional time off at a later date

Thanks again for working,
Bob

3. Use the following email from your supervisor to enter the preventive work order for the remainder of the
week.

Chris,

Please enter your time to work order 1000016400, Activity 0010 and the work center 50001563 for
your normally scheduled hours. Please see my previous email if you have any issues.

Bob
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Exercise 8 — Enter Comp Time Worked

Your supervisor reminded you that you worked more than eight hours on Wednesday'’s preventive work
order. You were approved to enter the one hour of overtime as comp time worked.

When you complete the exercise DO NOT log off of the system.

1. Start the transaction by entering CAT2 in the Command field.

SAP Easy Access

[& Menu Edt Favortes Extras System Help
gl T FldB c@@ BHB vDof @m

BE S B2 v a

~ S Favorites
- [ cADO - Time Sheet: Display Data
« [ PA20 - Display HR Master Data
- [ PA30 - Maintain HR Master Data
« [ caT2 - Time Sheet: Maintain Times
- [ ZCAT3 - Time Sheet: Display Times
- [ capp - CATS: Object-Related Approval
« [ zH49T - Leave S ¥y Report - Timekeep Vers
« [ pT60 - Time Evaluation

2. Click Enter .

3. Start from the first open row of the time sheet, as indicated by the red arrow below.
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Time Sheet: Data Entry View

= Time Sheet Edt Goto Extras Environment System  Help '
(V] ~dB @@ DHE Dhos @@
Time Sheet: Data Entry View
ERAFYFEODR GZ 4l Bd BwBE O @4d
Personnel Number 1181 Chris Maintenance98 Cost Ctr R3205-010 | GRAND_ ..
Data Entry Period 07/08/2017] - [07/14/2017 [Qh@
Data Entry Area
B /LT Rec. CCtr | Rec. order AC... Rec.FuncAr Work ctr | Af... W... MU Crcy  Total .. From To ..[Fom To MO ...From To[d
:G) H 40 000:00 00:00 000:00 00:00 816:00 00: ~
B K 41 0 0 8 =
2000000001 0010 50001563 010N H 16 £16:00 00
2000000001 0010 50001563 014N H 1
1000016400 0010 50001563 010N H 16
R3205-010 1100 4093 H 1
R3205-010 3927 0108 H 8
7002 H e
™ = »
- P
i b
[  Data entry vie g‘ Release view ]EI Variable view |Er|tryicfa
4. Enter data on the seventh row of the time sheet for the following fields:

e Rec Order — 1000016400

Activity — 0010

[ ]
e Work Center - 50001563
[ )

A/A Type - 031N

To view the rest of the time sheet you may have to use the Time Entry scroll bar at the
bottom of the screen.

e Wednesday — 1

e From (for Friday) — 0030
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Time Sheet: Data Entry View

[E TmeSheet Edt Goto Extrgs Enyronment System Hebp '
@ 4B @@ CHE DDhod BR @8
Time Sheet: Data Entry View
ERAFEODR G40 B BvREREOL 94
Personnel Number 1181 Chris Maintenance98 Cost Ctr R3205-010 | GRAND_..
Data Entry Period [o7/0872017] - [07/1472017] (@[]
Data Entry Area
BL/LT Rec. CCtr  Rec. order AC... Rec.FuncAr Work ctr | Al... W... MU Crey  Total WE ... From To | TH .. Fom To FR .. From To[d
® H 40 816:00 00:30 £16:00 00:30 816:00 00: ~
=2 H a g g e ¥
2000000001 0010 50001563 010N H 16
2000000001 0010 50001563 014N H 1
1000016400 0010 50001563 010N H 16 E16:00 00:30 £16:00 00:30
R3205-010 1100 4099 H 1 115:00 16:00
R3205-010 3927 0108 H g 207:00 15
7002 H 8 e
1000016400 0010 50001563 031N 10030 ]:!
L
i i b
U Data entry view @ Release view |El Varable view Entry 1 of 8

5. Click Enter 3

6. Click =) Release view | The Time Sheet: Release View screen displays.
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Time Sheet: Release View

= Time Sheet Edt Goto Extras Environment System  Help '
& ~dB oG LHE DDioH AR @8
Time Sheet: Release View
BERAFEZOm @EBaH B &
Personnel Number 1181 ChnsMaﬂtenanceQﬂ___ Cost Ctr 'R3205-010 GRAND__
Data Entry Period 07/08/2017] - [07/14/2017) [E]B)|
Data Entry Area
ELT Rec. CCtr  Rec. order Ac... Rec.FuncAr Work ctr  A/... W... MU Crcy Total WE .. FFom To TH .. Fom To FR .. From To[d
@ H a0 816:00 00:30 816:00 00:30 816:00 00: -
2 H 42 g & 8 i
2000000001 0010 50001563 010N H 16
2000000001 0010 S0001563 014N H 1
1000016400 0010 50001563 010N H 16 816:00 00:30 £16:00 00:30
R3205-010 1100 4099 H 1 115:00 16:00
R3205-010 3927 0108 H 8 807:00 15:
7002 H e g
1000016400 0010 50001563 031N H 1 {rszzcjj:e:
i LI
) Dpataentry view |5 Release viey !& Variable view Entry 1 of 9
7. Use Select all button %j to release all lines for approval. If you only want to select one or
more rows, use Select Row
ﬁ All times selected for release display as blue. Previously released entries remain black.

8. Click Release ﬁj

9. Click Save "=,

Q The Display Messages dialog box displays. Review the message and click continue to
proceed.
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Display Messages

Personnel No. Mame Date | Status Type Emor Message
1181 | Chris Mantenance98 07/11/2017 o W The number of hours released 9.00

10. Click Enter to continue.

SAP Easy Access

& Menu Edt Favortes Extras System  Help

< | *dH @@ BHE D00 AR @®m
~ SAP Easy Access

BE > EB2 va

|~ EFavores

+ [ CADO - Time Sheet: Display Data

« [ pA20 - Display HR Master Data

- [ PA30 - Maintain HR Master Data

. % CAT2 - Time Sheet: Mantain Times|

L] ZCAT3 - Time Sheet: Display Times

« [ cAPP - CATS: Object-Related Approval

- E ZH49T - Leave Summary Report - Timekeep Vers
+ [ pT60 - Time Evaluation

Your data has been saved

11. You are returned to the SAP Easy Access screen.
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6 The system displays the message, "Your data has been saved".

Answer the question(s).

What A/A type do you enter when you earn
Comp time?

What A/A type do you enter when you use
Comp time?

i
@
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Exercise 9 — Change Comp Time Entry

You entered 2 hours Comp Time Used for leave on the Monday. You also worked 2 hours over your
normal schedule on Friday. You are approved for overtime but are unable to earn overtime in the same
week comp time is taken. In order to be paid overtime for the additional two hours on Friday, you need to
change the Comp Time Used A/A Type to Annual Leave.

1. Start the transaction enter CAT2 in the Command field.

SAP Easy Access

[& Menu Edt Favortes Extras System Help

¢ -ldHe0ee RHB BDOD o8

BE S ERZ v a
* gF

- [ cADO - Time Sheet: Disphy Data

« [ pA20 - Display HR Master Data

« [ PA30 - Maintain HR Master Data

« [ cAT2 - Time Sheet: Mantain Times

« [ ZCAT2 - Time Sheet: Display Times

« B8 caPP - CATS: Object-Related Approval

+ [ ZH49T - Leave S y Report - Trmekeep Vers
- [ pT60 - Time Evaluation

2. Click Enter
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Time Sheet: Data Entry View

[ TmesSheet Edt Goto

Extras  Environment

System  Help

(V] *JdB ¢c@@ DHER BDosd @@=
Time Sheet: Data Entry View
EEREAFEORE AZF4aH B BEvRBEOL 94
Personnel Number 1181  Chris Maintenance9s CostCtr  [R3205-010 | GRAND_.
Data Entry Period [07/08/2017] - [07/14/2017) (] SEEN
Data Entry Area
E_LT Rec. CCtr  Rec. order Ac... Rec.FuncAr Work ctr  Af... W... MU Ccy Total SA ... From To SU .. Fom To MO ..Fom To[d
!@ H 40 000:00 00:00 000:00 00:00 816:00 00: ~
= ] 41 0 0 8 =
2000000001 0010 50001563 010N H 16 816:00 00:
2000000001 0010 50001563 014N H 1
1000016400 0010 50001563 010N H 16
R3205-010 1100 4093 H 1
R3205-010 3927 0Ll0H H -}
7002 H g
e —
mp| | P
i » i »
[@  pata entry view & Release view &  varbleview |enty1ofe
Click Next Screen | to go to the next week of time.
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[E TimesSheet Edt Goto Extras Envronment System  Hebp '
@ {8 @@ BHK BBOD @®
Time Sheet: Data Entry View
ERAFPEO0OR G 4aH B BoRED 94
Personnel Number 1181 Chris Maintenance98 . Cost Ctr [R3205-010 'GRAND_._
Dats Entry Period [07/1572017) - [07721/2017) [E]B)]
Data Entry Area
E%_LTRBC.CCU Rec. order  Ac... Rec.FuncAr Work ctr A/... W... MU Total MO ...From To TU ... From To WE ... From To TH ... From T
| @ H 40 816:00 00:30 216:00 00:30 216:00 00:30 Bl6:00 0 ~
2 H 42 8 g g 2 2
2000000001 0010 50001563 010N H 38 618:00 00:30 B816:00 00:30 B816:00 00:30 gl6:00 0
110P H 2, 216:00 18:00
2000000001 0010 50001563 014N H 2
LI 4 »
[ pstmentyview g Releaseview | varibleview  |Entry1ofS
4. Double-click on the From field for Monday (16:00) to determine if the leave entry has been
approved.

Cell Information

[= Cell Information X
| Additional information: General )
[ =2l
Cell content | -2]J Hour
Start time |16:00 End time 18:00)

["|Prev. day indicator
Reason for rejection

| Technical information
Processing status 30| Approved
Document no. 114305 Follow-on documents I

(v7]e][x]

3. The leave entry has been approved so it must be zeroed out. Click Continue .
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«

If time entered is not correct it must be zeroed out by replacing the total hours for that entry
with zero and removing the From and To times.

Time Sheet: Data Entry View

[E TmesSheet Edt Goto Extrgs Envronment System  Help ﬁ_
(Y B @@ BHR DDoOD @m
Time Sheet: Data Entry View
EREAFPEZOND QG 4aH HE BEoBEDOL dd
personnel Number 1181 Chris Maintenance9s Cost Ctr [R3205-010 | GRAND__
Data Entry Period l07/15/2017) - [07/2172017) @]
Data Entry Area
Eﬁ LT Rec. CCtr Rec. order  Ac... Rec.FuncAr Work ctr  A/... W... MU Total MO ...From To TU .. From To WE ... From |To TH ... From Tﬁ
|® H 40 £16:00 00:30 £16:00 00:30 £16:00 00:30 £16:00 01 »
B H 42 g g g s 2t
2000000001 0010 50001563 0108 H 38 £12:00 00:30 £16:00 00:30 £16:00 00:30 £16:00 O
L~ =g —
) = Lo
1109 H 236500 (300
2000000001 0010 50001563 014N H 2
i) i b
[ Dstaentyvew Jg&@  Relaseview (%@  Varableview |Entry1of5

6.

To “zero out” the time coded to Comp Time User, use the following data to change the second
line of the time sheet

e Monday — Replace 2 with 0
e From (for Monday) Remove 16:00
e To (for Monday) Remove 18:00
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37/41



Depadwnentaf
Trasmporiatiarn Exercise Direction Sheet

éé COLCRADD Exercise 9 — Change Comp Time Used

Time Sheet: Data Entry View

=4 Tme Sheet Edt Goto Extras Environment System  Help -
(V] 48 @@ LHE DDod @m@
Time Sheet: Data Entry View
BEREAFEODR A4l B BvoREDNE d4d
Personnel Number 1181 Chris Maintenanced8  CostCtr  [R3205-010 | GRAND_.
Data Entry Period [07/1572017] - [07721/2017] [Q"E
Data Entry Area
ELT Rec. CCtr Rec. order |Ac... Rec.FuncAr Work ctr  A/... W... MU Total MO ...From To TU .. From To |WE ... From To TH ... From Tﬂ_
@ H 40 816:00 00:30 816:00 00:30 816:00 00:30 Bl6:00 01 =~
= H 42 2 2 e g >
| 2000000001 0010 50001563 010N H 38 &§18:00 00:30 816:00 00:30 B16:00 00:30 B16:00 Ov
1109 H 2 0
2000000001 0010 50001563 014N H 2
"t
i » i »
(] Data entry view g‘ Release view |EI Variable view ]Enn'y 10f5
7. To charge the time to Annual Leave, enter the following data on the fourth line of the time
sheet:

e A/A Type —130P
e Monday -2
e From (for Monday) - 16:00
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Time Sheet: Data Entry View

=g Time Sheet  Edit Goto Extras  Environment  System  Help

& 48 @& CHRE ahod @m
Time Sheet: Data Entry View
EEEAFEOoOR GF o SEEDE i
Personnel Number 1181 Chris Maintenance98 Cost Ctr |{R3205-010 | GRAND_..
Data Entry Period [07/15/2017) - !uwzlfzom'_@@
| Data Entry Area
.I%:LT;REC. CCtr |Rec. order  Ac... Rec.FuncAr Work ctr |A/... W... MU | Total ?MD ..[From [To  |[TU ..|From [To |WE ... From [To |[TH ..|From |THO
| ® H 40 816200 00:30 216:00 00:30 £16:00 00:30 216:00 01~
= H 12 8 8 8 g ¥.
[ 2000000001 0010 50001563 010N H 38 £12:00 00:30 216:00 00:30 £16:00 00:30 816:00 01
1108 H 2 ]
2000000001 0010 50001563 014N H 2
o ! I PO
i_ 1308 21600 J_ﬁl
[
|
|
=
|
I__ -
) : ‘0
|D Data entry view H@ Release view ]|El Wariable view Entry 1 of 5
8. Click Enter & :
; Release view ; . : ;
9. Click [ﬁa . The Time Sheet: Release View screen displays.
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Time Sheet: Release View

=g Time Sheet Edit Goto Extras Environment  System  Help w
1] ~dE @@ CHE obod BE @m

Time Sheet: Release View
EEAFEO0OR EEB o H &

Personnel Number 1181 Chris Maintenance98 Cost Cfr R3205-010 | GRAND._..
Data Entry Period 07/15/2017) - (0772172017 []@
| Data Entry Area
B\ LT Rec. CCtr Rec. order | Ac... Rec.FuncAr Work ctr |A/... (W... MU Total MO ..|From |To TU ... Fom |To WE ... \[From |To TH ...|From T
' G) H 40 216:00 00:30 216:00 00:30 216:00 00:30 816:00 01 &
e H 42 2 E 8 8 ot
2000000001 0010 50001563 0108 H 38 618:00 00:30 216:00 00:30 216:00 00:30 216:00 0O
1108 H il 0
2000000001 0010 50001563 014N H 2
1302 H 2 2{15:003': 0o
-
8 L
|D Data entry view ||ﬂ‘ Release view ||&: Variable view Entry 1 of 6

& to release all lines for approval. If you only want to select one or

10. Use Select all button
more rows, use Select Row

@ All times selected for release will display as blue. All times that have been previously
released, will remain black.

11. Click Release ﬁa.

12. Click Save &,
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SAP Easy Access

(5 Menu Edt Favortes Extras System  Help
(V] dB c@e CHRE DodH BR @

5 D CC

BE S 8B 2| v a

|~ G Favorites
+ [ cADO - Time Sheet: Display Data
« [ pA20 - Display HR Master Data
+ [ PA30 - Maintain HR Master Data

a % CAT2 - Time Sheet: Maintain I!ﬂ
2 ZCAT3 - Time Sheet: Display Times
« [ cAPP - CATS: Object-Related Approval

+ [ zH49T - Leave Summary Report - Timekeep Vers
- [ PT60 - Time Evakiation

[ Your data has been saved

13. You are returned to the SAP Easy Access screen. Click Exit &3 (0 leave SAP.

Answer the question(s).

Can Comp time be used in the same week it is
earned?

Does Comp time count towards determining
overtime for the week?

o
o
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